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This schedule applies t@epartment of Labor & Industries

Scope ofecordsretention schedule

This records retention schedudithorizes the destruction/transfer dhe public records ofthe Department of Labor & Industries, which is dedicated to the safety,
health YR aSOdzNA (e 2F 21 aKAy3Ild2yQa odH YATfA2Y $2NJSNED® [ 9l RIS WA G S NAEX
g 2 NJ dmEerBation system; provides medical and limited weggacement coverage to workers who suffer jabated injuries and iliness; creates rules and
SYF2NOSYSyid LINRPAINIYa (2 KStLI Syadz2NB g2 NJ S MEorklhduis ard imite® and tat consiinie® are prawted? &
from unsound building practice3he schedulés to be used in conjunctiowith the State GovernmentGeneralRecords Retention SchedulBGGRRSwvhich
authorizes the destruction/transfer gfublicrecords common to all state agencies.

Disposition of public records

Public records coverelly records series within this records retention schedule (regardless of format) must be retained for the minimum reteribdnape
specifed in this schedule. Washington State Archives strongly recommends the disposition of public records at the end of itingin neit@intion period for the
efficient and effective management of state resources.

Publt records designated @s! NJ @arddndnt Retentio)must not be destroyed. Records designatediéashival(Appraisal Requireéd)must be appraised

by the Washington State Archives before dispositRuiblic records must not be destroyed if they are subject to ongoing or reasaaratidipated litigation Such
publicrecords¥dza it oS YIylF 3SR Ay | O0O2NRIyOS gA0K GKS | 3SyOeQa LRt A Otheyare subjet LIN
to an existing public reeds request in accordance witthapter £2.56 RCWSuch public recordsdza & 6S YIF ylF 3SR Ay | O02NRI yOS
procedures for public records requests.

Revocation of previously issued records retention schedules
All previoudy issued records retention schedules to thepartrent of Labor & Industrieare revoked TheDepartment of Labor & Industrieaust ensure that
the retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved bySteteRecords Committee in accordance with RCW 408D4on December 72(22.
Signature on File Signature on File Signdure on File Signature on File
For the State Auditor: For the Attorney General: For theOffice of Financial Management The State Archivist:
Al Rose QuzanneBecker Gwen Stamey Heather Hirotaka
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 March 14, 2012 Consolidation oéll existing disposition authorities (with some minor revisiarg) four new records series
1.1 September 5, 2012 | Minor revision.
1.2 December 4, 2013 | Minor revisions to the Industrial Hygiene Laboratory and Lab Analysis section.
Minor revisions to the All Offices; Industrial Hygiene Laboratory and Lab Analysis; Special Compliance Serv
1.3 September 3, 2014 : . . o .
Customer Service PrografiRegional Service Locations; and Legacy sections.
Addition of a new Structured Settlement section and minor revisions to the Consultation Program and Eleval
1.4 December 3, 2014 .
Program sections.
1.5 June29, 2016 Minor revision tathe DOSH, Technical Servicesction
1.6 December 7, 2016 | Minor revisions to the SpectglCompliance ServicegsApprenticeship section.
1.7 Augustl7, 2017 Minor revisions and formatting corrections throughout the schedule.
1.8 June 6, 2018 Minor revisions to the Insurance Services and Occupational Safety and Health sections.
1.9 June 32020 Minor revisions to Claims Administration Training section and Explosive Licenses section.
1.10 August 4, 2021 Minor revisions to the Insurance Services and Specialty Compliance sections.
aAy 2N NB JADepudy Pragrain 2nd liefgi§lativie and Laboratory Progy@iscrimination and
111 December 7. 2022 | £ Y @S a i AG YULAE 22yBaYE Y (i dinfedratey RlaiMERSandcEReturn To Work ProgramPreferred

2 2 N] SNJ t NRPYANS INIZG S R ¢ RéturnATY \Work{P&§tadW 1er&pit Services, Worksource
t N2 IMNHWEBD A AV R IS 0 wSO2NRaé aSOirzyao
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For assistance and advice in applying this records retention schedule,
please contacthe Department of Labor & Industri€©s wS O2 NR& h T FA C
or Washington Statérchives at:

recordsmanagement@so0s.wa.gov
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1. ALL OFFICES

This section covers records relatingpimgram area advisory boards and committee meeting minutesfisgglwhich include external stakeholders; program

area continuing education courses, and confidential medical records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS
NUMBER (DAN]}

RETENTION AND
DISPOSITION ACTION

DESIGNATION

91-04-47807 | Collection Account Files

Rev. 5 Provides documentation of all employers, contractors, and citations and infractions ig
with outstanding fees. The records are deemed finaled uncollectible, unresolved, or
revoked, and the collection procesasbeen activated.

The records may includbut are not limited to:

Suspension packets;

Legal documents;

Proof of service;

Final notice and order of assessment;
Director Compromise;

Warrants filed with Superior Court;
Foreign judgments;

Notes;

Copy of original infraction or citatipand,
Personal liability assessments and documentation/packet with vujitend proof
of service.

=4 =4 =48 -4 -4 _a_a_°a_4a_-2°

Excludes records covered Audits and Investigations AN 9209-51335)

Retainfor 12 years after final
action has been taken on
account

then
Destroy.

NONARCHIVAL
ESSENTIAL

(for DisasterRecovery)

OPR

1.ALL OFFICES
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|FSQ|EQESI|\I1II(§)|\IJ\IAAJ;\IT?ON DESIGNATION
NUMBER (DAN)
12-03-68230 | L&l Program Area Continuing Education Course Material Retainfor 6 years after: NONARCHIVAL
Rev.0 Provides documentation of all L&l program area continuing education course materig 1 Course expiredyr NON%iiENTlAL
program areas have different approval processes for their course material and may n f Curriculum Review
require the samalocuments be maintained as another program. Courses may expire Committee Decision
various times, such as two or three years. Made, or
Includes, but is not limited to: 1 Course Completion
1 Applications; Date,or
1 Fees paid: 1 Calendar Year,
1 Course outlines whichever is applicable
T Instructor qualifications then
1 Class rosters; Destroy:
1 Course material approved or disapproved,;
1 Course material created specifically by the progees;
9 Proof of attendance.
92-12-51666 | Medical Records (Confidential) Retainuntil orders final and NONARCHIVAL
Rev. 2 Copies of patient medical records reviewed during peer reviews, audits, or other bmdmg, investigation or NONE;'\SAENTIAL
SOl tdzk GA2yad t SNI w/2 pmdocdmMmMnomo s W § auditcomplete
representative, shall destroy all copies of patient medical records in their possession| then
coml) SGA2Yy 2F GKS FdzZRAGZEZ Ay@SadaAiadalarzy Destroy.
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2. DIRECTORZFFICE OFFICE NUMBER 100

This section covers records relatingtihe Annual Workers Memorial Service, the Ombudsman Office, and the agency Wellness Program.

See theState Government General Records Retention Schisdiddditionalexecutive managementcords serieslong with recordselating toLegislative
Relations, Communications, and Mail Services.

DISPOSITION
AUTHORITY DESCRIPTION EECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
09-01-61902 | Workers Memorial Service Files Retainfor 6 years afterend ARCHIVAL
Rev.0 Provides documentation of the Workers Memorial Service, held once a year in the s ©f calendar year (Amﬁ)gﬁ;asl SREqNugﬁAdL
to honor individuals who werkilled on the job in Washington State then OPR
Includes, but is not limited to: Transferto Washington State
9 Invitations selective retention.
1 Posters
1 Copiesof email correspondence
1 Agendas
1 Gopies of handouts and/or presentations
1 Pictures
1 DVDs d service.
Note:Records will not include any personal identifiable information, such as claim file
information, home addresses, telephone numbers, etc.
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21 OMBUDS OFFICGEOFFICE NUMBER 106

The activity relating to the Sdlisurance Ombuds Offitleat advocatedor injured workers of selhsurance employers per chapter 51.14 RCW

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN)
10-12-62347 | OmbudsRecords Retainfor 6 years after end NONARCHIVAL
Rev.l Records relating to the provision ioformation on industrial insurance to their clients | ©of fiscal yeaim which NONESSENTIAL
along withidentifying, investigatng, and facilitating resolution of industriainsurance complaint resolved OFM
complaints from injured employees. then
Includes, but is not limited to: Destroy.
T Administrative files
1 Medical files
1 Complaints/issues or investigation documents, reports and related document
1 Correspondence;
9 Statistical datamaintained for annual reporting purposes to the Governor;
1 Survey data
Excludes anral reports covered b$tate Publications (DAN GS 15008)
Note: All communication is considered privileged and confidential and disclosure is prohi
per RCW 51.14.370.
Note: Only files in which the investigation is closed, or the informational resjzocm@plete,
will be destroyed.
PagelOof 125
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3. RISKMANAGEMENT AND INTERNAL SAEBFFICE NUMBER 220

This section covers records relating to insurance, Federal Emergency Management files, ergonomics, Occupational Sadtty AdmhiHistration 300 files,
and job hazard analysis.

See theState GovernmeriGeneral Records Retention Schedoteadditional records series relating to risk management, vehicle management, and security.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\ITTISDI\IJ\I:CI:\]T?ON DESIGNATION
NUMBER (DAN]
09-05-62022 | Ergonomic Assessments for Agency Business Areas Retainfor 6 years after NONARCHIVAL
Rev.0 Provides documentation of ergonomic assessments for specific business areas comj Superseded NON%SPSRENT'AL
upon request. Documentation includes but is not limited to assessment review and fit  then
recommendations. Destroy.
09-05-62021 | Ergonomic Consultations for Agency Staff Retainfor 6 years after NONARCHIVAL
Rev.0 Provides documentation of ergonomic consultations done for all agency staff. em_ployee either transfers, NON%SPSRENT'AL
Consultations are done on request by either the ergonomic coordinator or a trained g retires, or leaves state
Documentation may include but is not limited to: completed consultation form, final | Service
recommendations and correspondence. then
Destroy.
09-05-62024 | Job Hazard Analysis Files Retainfor 3years after NONARCHIVAL
Rev.0 Provides documentation of job hazard analyses done for each division or unit in the | Superseded NONE;'\SAENT'AL
agency. The analysis is an overview of possible employee hazards for a particular jol then
or section. This reporting processdone approximately every three years. Destroy:.
3. RISK MANAGEMEN
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEBEII\IJI(S\II\IAAC':\]T?ON DESIGNATION
NUMBER (DAN]
99-11-59344 | Risk Management, Federal Emergencylanagement (FEMA) Files Retainfor 3 years afterfinal NONARCHIVAL
Rev.1 Provides documentation of L&I claims, following disasters, against FEMA and claims| Payment received NONE;'\SAENT'AL
resolution. then
Note: 44CFR Part 206 states that documentation grant recipientst maintain financial and | Destroy.
program records for three years following final payment for FEMA auditing purposes.
99-11-59343 | Risk Management Insurance Files Retainfor 2 years aftempolicy | NONARCHIVAL
Rev.1 Provides documentation of insurance information, such as coverage summaries and| renewal date NON(E;RSAENT'AL
of billing invoices. then
Note: The Department of Enterprise Services Risk Managemer @#intains copies of the | Destroy.
original insurance policies and manages all insurance claims. L&l have no originals and g
responsible for initiating or reapplying for the policy.
3. RISK MANAGEMEN
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4. ADMINISTRATIVE SERVICES DIVISOBINICE NUMBER 900

This section covers records relating to the administrative duties of managing a state agency.

See theState Government General Records Retention Schisdtiddditional records series relating to facilities management, contracts and purchasing records,
forms management, public disclosure, publishing, records management, and financial management.

41  RESEARCH AND DATA SERWDEMNISTRATIONOFFICE NUMBER 953

The activityrelating to program specific studies.
See the State Government General Records Retedtioedule for additional records series relating to general agency administration

DISPOSITION RETENTION AND

NS&;:?TSXN‘ DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
98-01-58223 | Research and Dat&ervices (RDS) Study Documentation Retainfor 15years afterend ARCHIVAL
Rev.2 Provides documentation on program specific studies related to projects and pilots to | Of study (Al\ﬁ)grliLIEaSlSRI;ql\lu';'rli(\jL
improve agency operations. The information compiled contains research and analysi{ then OPR

projects/pilots and is used for future studies conducted by RDS. Records may imalud¢ Tyansferto Washington State
are not limited to: data files from administrative data and surveys, codes used to con{ Archives forappraisal and
data analysis, documentation of data elements, data gathered relating to practices of| se|ectiveretention.

other statesas they relate to agency operations (fact findifiggs of poject events,
timelines, draft reports with tracked changes and stakeholder comments, and final

reports.

4. ADMINISTRATIVE
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4.2 RESEARCH AND DAERVICES ADMINISTRAT{BNREAU OF LABOR AND STATISTICS (BLS) INFORMAT
OFFICE NUMBER 953
The activityrelating to data on injury, iliness and fatalities gathered through a cooperative effort between the federal Bureau &tatdtars and
L&L
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSO DESIGNATION

NUMBER (DAN]}

DISPOSITION ACTION

74-09-06926

Bureau of Labor Statistics Survey File

Retainfor 3 monthsafter

NONARCHIVAL

Rev.6 Provides documentation of injuries and/or illnesses in workplasesported by release of case and NONESSENTIAL
employers. demographic data (annually OFM
Note: Confidential. in November)
then
Destroy.
08-08-61812 | Census of Fatal Occupational Injuries (CFOI) Files Retainfor 1 year afterend of | NONARCHIVAL
Rev.1l Provides documentation of Washington workplace fatalities. collection calendar year NONE;'\SAENT'AL
Note: Confidential per the signed agreements between L&| and tibepstment of Labor then
Occupational Safety and Health Statistics Program Cooperative Agreement under sectio] Destroy.
the Washington State Department of Health agreement under sections V and VI.
08-06-61790 | Occupational Safety and Health Statistics (OSHA) Progca@ooperative Agreement Retainfor 3 years afterend ARCHIVAL
Rev.0 Agreement between L& and the US Department of Labor for the participation in the | Of federal fiscal year (Aﬁ.’gﬁg SRE?\IU#A‘\’L
Survey of Occupational Injuries and llinesses and Census of Fatal Occupational Injui  then OPR
program. Transferto Washington State
Archives for appraisal and
selective retention.
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5. INSURANCE SERVICESIDION; OFFICE NUMBER 501

This section covers records relatingatctuaries, Industrial Insurance claims, claims training;I8slfrance, Crime Victims, Employer Services, Health Service
Analysis, and Safety and Health Assessment and Research for Prevention.

See theState Governnmat General Records Retention Schefloledditional records series relating egal services and executive level records regarding policy,
studies, quality performance and improvement, interpretive and policy statements

5.1 ACTUARIAL SERVIGEXFICE NUMBES02
The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranacge cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEE@I\I‘I:IIIOOI\II\I:C,\IT?ON DESIGNATION
NUMBER (DAN]
11-04-62438 | Annual Rate Documentation Retainfor 5 years afterend ARCHIVAL
Rev.0 Provides documentation and data to develpmium rates. of quarter (Appraisal Required
then NONESSENTIAL
. OFM
Transferto Washington State
Archives for appraisal and
selective retention.
99-09-59293 | Class Experience By Subclass Retainfor 5 years after end NONARCHIVAL
Rev. 1 Provides documentation for exposure and loss incurred by subclass for theéive of of calendar year NONE)IS:;ENT'AL
experience used by ratemaking. then
Destroy.
99-09-59294 | Experience Rate Plan Retainfor 10 years after end| NONARCHIVAL
Rev. 1 Provides documentation on experience rating by size of firm and size of experience | Of calendar year NON'(E)SPSRENT'AL
modification factors. then
Destroy.
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5.1 ACTUARIAL SERVIGEXRFICE NUMBES02
The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranage cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
84-06-34074 | L&l Basic Forecasts Retainfor 3 years after end ARCHIVAL
Rev.2 | Provides documentation for budget, planning and Industrial Insurance assessment rg Of calendar year (Appraisal Required
then NONESSENTIAL
_ OPR
Transferto Washington State
Archives for appraisal and
selective retention.
84-06-34007 | Overall Loss Reserve2nd Quarter¢ Fiscal Year End Retainfor 20 years after end| NONARCHIVAL
Rev. 2 Provides overall documentation and data to develop yea claims reserves. of fiscal year NON%SPSRENT'AL
then
Destroy.
84-06-34011 | Overall Premium and Base Rates Retainfor 10years afterend ARCHIVAL
Rev.2 Provides documentation of methods and results of calculations in fund level adjustm¢ ©f calendar year (Appraisal Required
: . . . . NONESSENTIAL
in premium rates, and parameters and steps used in setting manual rates byistal then OPR
Transferto Washington State
Archives for appraisal and
selective retention.
99-09-59287 | Pure Premium Review Retainfor 5 years after end NONARCHIVAL
Rev. 1 Provides documentation establishing Industrial Insurance and medical aid baseyates ©f calendar year NONEIS:;ENT'AL
class. then
Destroy.
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5.1 ACTUARIAL SERVIGERFFICE NUMBES02

The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranage cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIE;I;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
84-06-34009 | Retrospective Rating Rate Documentation Retainfor 7 years after end NONARCHIVAL

Rev. 2 Providesdocumentation and data to develop quarterly rate tables. of quarter NON%SPSRENHAL
then
Destroy,.
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5.2 CLAIMS ADMINISTRATIQNFFICE NUMBER 510
The activityrelating to receiving and managing all state fund industrial insurance claims.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEBEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
07-09-61619 | Industrial InsuranceCompensable (Time Loss) Claim Fij&tate Fund Retainfor 75 years after last| NONARCHIVAL
Rev.1 |520dzySy il A2y LISNIFAYAYy3 G2 GKS LINE OS 4 claim closure ESSENTIAR
. R L . . . . . (for DisasterRecovery)
for an industrial insurance injury or illness. Media: Paper copies imaged into approve| then OPR
electronic imaging systen@RION, with some data maintained in the electronic Destroy:.

application LINIIS.

07-09-61620 | Industrial Insurance NoiCompensable (Medical Only) Claifiesg State Fund Retainfor 40 years after last| NONARCHIVAL
Rev.1 |52 0dz2y8ydtdAzy LISNIFAYAY3 G2 GKS LINE OS2 claimclosure ESSENTIAL
. R L . . . . . (for DisasterRecovery)
for an industrial insurance injury or illness. Media: Paper copies imaged into approve| then OPR
electronic imaging system, ORION, with some data maindaiméhe electronic Destroy:.
application LINILS
09-01-61920 | Opioid Prescription Report Retainfor 2 years after end | NONARCHIVAL
Rev.1 Electronic report which identifies claims thapioid prescriptions have been paid in the of month NONgIS:fAENTIAL
last four months. Unit supervisors and/or claim staff review the report monthly, addin¢ then
comments regarding the status of the claim when necessary. Report is managed b Destroy.
hLISNF A2y al ylFr3aSNNa aSONBUOUINASED ¢KAA
purposes.
Note: The electronic copy is the original. All paper copies are considered secondary and
destroyed when no longer needed un®&NGS 50005.
88-03-41809 | Hardcopies of Industrial Insurance Claims FitgSompensable/NoArCompensable Retainfor 75years aftedast NONARCHIVAL
Rev2 |LyOf dRSa Fft R20dzySyida LISNIFAYyAy3 G2 (claimclosure ESSENTIAL
. . . L. . . (for DisasterRecovery)
claim filed for an industrial injury or illness prior & 1994. then OPR
Destroy.
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5.2 CLAIMS ADMINISTRATIQNFFICE NUMBER 510

The activityrelating to receiving and managing all state fund industrial insurance claims.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQZ,I\I;I(?I\II\IAACIZ\IT?ON DESIGNATION
NUMBER (DAN)
88-MF41810 | Industrial Insurance Compensable/NeBompensable Claims FileMicrofiche Retainfor 75years aftedast NONARCHIVAL
Revd |LyOf dzRS& Ittt R20dzySyGa LISNIFAYyAy3 G2 (Cclaimclosure ESSENTIAL
. . . L . . (for DisasterRecovery)
claim filed for an industrial injury or illness prior to JUr894. then OPR
Destroy.
93-11-53227 | Hardcopies of Industrial Insurance Claim FiteSompensable/NorCompensable Retainfor 75 years after last| NONARCHIVAL
Rev.1 |LyOf dRSa Fft R20dzySyida LIBSNIFAYAy3 G2 (claimclosure ESSENTIAL
. . . L . . (for DisasterRecovery)
claim filed for an industrial injury or iliness prior to June 1994. then OPR
Destroy.
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5.3 CLAIMS ADMINISTRATIQRBLAIMS RAINING AND COACH/MENTORING YRHFICE NUMBERS 561 AND 5¢
The activity relating to developing, communicating and implementing internal palicidsINE A RAy 3 Of F AaNR2Y (NI Ay
Adjudicator program and claims managers traiagtine curriculum for the initial and ongoing training of L&l staff on claims issues, and
coaching/mentoring new claims staff

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQEII\ITTIL?I\II\I:CI:\]T?ON DESIGNATION
NUMBER (DAN]
10-06-62224 | Claims Administration Training and Apprenticeship Program Records Retainfor 4 years after NONARCHIVAL
Rev.2 Records include all participant documentation throughout then@nth Apprenticeship | €ither: ESSENTIAL
.. . . .. . . (for DisasterRecovery)
program and any other training program established for claministration staff 1 Journeyman status is OFM
Apprenticeship dcumens may include but are not limited to: achieved or
1 Work checking documertts 1 removed from training
1 Feedback reports program
1 Submittal forms then
1 Coa-lc.h monthly logs Destroy.
1 Training rosters;
1 Related supplemental instruction (RSI) and On the job training (OJE) hour
9 Joint Apprenticeship and training committee JATC) documents;
1 Washington State Apprenticeship Training Council (WSATC) reports, change
status and minutes.



WASHINGTON
Secretary of State

Washington State Archives

Department of Labor and IndustrieRecords Retention Schedu

Version 1.11December 202p

5.3 CLAIMS ADMINISTRATIQRLAIMS RAINING AND COACH/MENTORING YRHAFICE NUMBERS 561 AND 56
The activity relating to developing, communicating and implementing internal palicidsINE A RAy 3 Of F AaNR2Y (NI Ay
Adjudicator program and claims managers traiagtine curriculum for the initial and ongoing training of L&l staff on claims issues, and
coaching/mentoring new claims staff

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBESII\ITTIL?I\II\I:CI:\]T?ON DESIGNATION
NUMBER (DAN]
10-06-62225 | Claims Training and Coad¥Wentoring Program Working Files Retainuntil no longer NONARCHIVAL
Rev.1 Trainers andcoach mentos documentraineesclass participation, work quality checklist| needed for trainers and NON(E)IS:;ENT'AL
and classroom feedback in the-honth claim training program. Trainers and coach coachmentors
YSYG2NBE Y2yAU2NI GKSANI 4GdzRSy daQ LINE 3 NX then
Documentation may include but is not limited to: Destroy.
1 Monthly Logs;
1 Classroom feedback sheets and work checklist form;
1 Reporting hours;
1 Training calendars.
12-03-68234 | Training Program History Files Retainfor 25years after end | NONARCHIVAL
Rev.2 Provides documentation dhe development and use of instructional and-the-job of calendar year NON%iiENT'AL
material for the training of claims staff then
May Include but is not limited to: Destroy.
1 Lesson plangcurriculum);
9 Instruction manuals;
1 Other related correspondence.
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o

5.4 CLAIMS ADMINISTRATIQRUALITY ASSURANGCEFFICE NUMBER 562
¢CKS OGAGAGE NBtFdAYy3a (2 O2yRdzOGAY 3 &aSNIBAOS LISNF 2 NI I ¢ldn®, ahddgpesial
internal projects.

DISPOSITION
AUTHORITY DESCRIPTION EECORDS DIEIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
10-12-62348 | Quality Assurance Claims Review Retainfor 2 years after end NONARCHIVAL
Rev. 0 Provides documentationf evaluations and special review of state fund claim adjudica{ Of quarter NON(E)IS:;ENT'AL
records Records include but amot limited to: quality assurance review forms and then
statistical reports Destroy.
10-12-62349 | Quality Assurance ReviewSpecial Projects Retainfor 6 years after NONARCHIVAL
Rev.1l Provides documentationf special internal projects requested by business area or project review is complete NON%IS:%ENT'AL
program managerSubject matter may include but is not limited to: reopening of claimg then
occupational disease, and wage calculasio Destroy.
Excludes records covered by:
9 State Publications (DAN GS 15008)
1 Studies (Major}, Final Reports (Unpublished) (DAN GS 10016)
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55 INTEGRATED CLAIMS SERVICEGAL SERVIGERHIRD PARTYYSTRUCTURED SETTLEMENFICE NUMBER
936

The activity relatingt@d SS1T Ay 3 NBO2@SNE 2F RIYF3ISa FT2N I ¢ adshc dhdeéhalfoffe danpyeear

GKS SYLX 2SS (KSvyaSt@dSa gKAES Ffaz2z NBOSAGAY3a 22NJSNEQ /2YLISyal
DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN]}

DISPOSITION ACTION

97-03-57532 | Legal Documents Concerning Third Party Action Working Files Retainuntil action resolved NONARCHIVAL
Rev.1l Provides documentationf personal injury actions, mediation and court appearance to| then NON(E)'S:E'ENT'AL
resolve third party claim$vay include but is not limited to: mediation briefs and Destroy:.
attorney/client-privileged communicationg-inal Mediation Disposition is scanned into t
claim file and retained for 75 years undedustrial Insurance Compensable (Time Loss
Claim Fileg State FundDAN 0709-61619).
97-03-57530 | Special Assistant Attorney General (SAAG) Lists Retainfor 6 years after end NONARCHIVAL
Rev.1 | Provides documentationf private attorneysassigned SAAG status for third party of calendar year NON'(E;%ENT'AL
Iitigatiorj. E)ocumentation include§ corre§pondence andVSAA,G Iis:ts sent to the WasAhir then
{aF0S . FNJ!'"aaz2zO0AlruA2y YR U0KS .! UUQNVSéDestroy
10-06-62204 | Third Party Tracking System Retainuntil 6 years after NONARCHIVAL
Rev.0 Provides documentationf third partyfiles in their various stageblsed as tracking tool | action resolved NON'(E;%ENT'AL
to capture key information about the cases, including fiscal documentation then
Destroy.
Page23of 125
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o

5.5 INTEGRATED CLAIMS SERVICESAL SERVIGESHIRD PARTQYYSTRUCTURED SETTLEMENFICE NUMBER

936
The activity relatingt@d SS1T Ay 3 NBO2@SNE 2F RIYF3ISa FT2N I ¢ adshc dhdeéhalfoffe danpyeear
GKS SYLX 2SS (KSvyaSt@dSa gKAES Ffaz2z NBOSAGAY3a 22NJSNEQ /2YLISyal

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISECTJ';'I\'TTIL?I\II\':&\'T?ON DESIGNATION
NUMBER (DAN]}

14-12-68724 | Structured Settlement Application or Referral Negotiated and Ndagotiated Retainuntil 6 years after NONARCHIVAL

Rev. 0 Provides documentationf Structured Settlement application or referral for negotiated | action resolved NONESSENTIAL
and nonnegotiated agreementdf a contract i;iegotiated, the Board Settlement then OPR
Document (BSD) and the Claims Resolution Structured Settlement Agreement (Cont| pestroy,
are imaged into Orion and maintained in the claim file.

Documents may include, but ameot limited to:

Original application;

Email referral;

Income and Expenses form;

Summary Templates that document review of the claim;

Settlement Recommendation that supports the presentation for approval or
denial;

Copies ofreports of accident, allowanaerders and case reserves from original
Orion file;

Notes during discussions leading to decision;

Communications to affected parties;

Internal communications to clarify position;

Best interest declaratign

Board settlement documents;

Claims resolution stragred settlement agreement;

Beneficiary designation;

Request for withdrawal from structured settlement

=a =4 -4 -8 -9

=

=4 =4 -4 8 _a_a_°a_-2
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5.6 INTEGRATED CLAIMS SERVICEGAL SERVIGHZEOLICY OFFICE NUMBER 560
The activity relating tdnistorical recordONBS I G Ay 33X AYLINRPGAY3I | YyR dzLJRFGAY3I 22NJSNEQ / 2Y
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
10-06-62223 | Policy Program History Files Retainfor 25years after end ARCHIVAL
Rev.l Provides documentation dfistorical records such die creation and updating of policie ©f calendar year (Appraisal Required
. .. . NONESSENTIAL
and procedures, and projects related to the mission of the Policy program. then OPR
Transferto Washington State
Archives for appraisal and
selective retention.
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5.7 INTEGRATED CLAIMS SERVIRESURN TO WORK PROGRM@CATIONAL DISPUTE RESOLILTOBNICE

NUMBER 513

The activity relating to reviewing vocational disputesipil S R A NB Omhe ditdetar mak8skthe firl decisions based on those recommenda

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQZII\I'I:I;Q\II\I:(E\IT?ON DESIGNATION
NUMBER (DAN]
08-03-61780 | DisputeTracking System Database Retainfor 6 years after end NONARCHIVAL
Rev.0 Electronic Access database tracks every vocational dispute filed by a claimant includ ©f calendar year ESSENTIAL
. . . . . .. (for DisasterRecovery)
not limited to: when the dispute was received, the vocational services specialist the then OPR
dispute is assigned to and the final resolution. Destroy:.
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5.8 INTEGRATED CLAIMS SERVIRETURN TO WORK PROGRARIVATE SECTOR REHABILITATION SERVIC
OFFICE NUMBER 514
The activity relating to Vocational Rehabilitation2 dzy 8 St 2 N&B 6 +w/ a0 YR xw/ a8Q | dzRAG aSt SOGA
Industrial Insurance claims.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEEEII\I'I:IIIOOI\II\I:C,\IT?ON DESIGNATION
NUMBER (DAN]
08-12-61981 | Audit Selection Plas for Vocational Rehabilitation Counselor (VRC) Retainfor 5 years after end NONARCHIVAL
Rev. 0 Provides documentatioregarding why a VRC was audit&tiese records are used as a | ©f calendar year NON(E)'S:E'ENT'AL
risk management tool to determine which VRCs may be audited in the following year| then
Note: These records do not contain audit working papers or audit reports. Destroy.
08-12-61980 | Vocational Rehabilitation Counselor (VRC) and Intern Application Records Retainfor 25years afterend NONARCHIVAL
Rev. 0 Documentation tracks all incoming VRC and Intern applications by recording the date ©f calendar year NONESSENTIAL
e . . . OPR
application is received, date sent to Provider Account, provider number, date entered then
electronic system LINIIS, date informational letter sent oytrtavider and logi ID if Destroy.
needed Documentation also includes all records regarding the assignment of provide
f23Ay L5a 0KNRdAzZAK2dzi | LINPJARSNRAa f AT
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5.9 INTEGRATED CLAIMS SERVIRETSURN TO WORK PROGRAREFERRED WORKER PRO@GRANHAICE

NUMBER 515

The activity relating taffering employers financial incentives to hire qualified injured workers who are unakelerrn to the employer where the

industrial injury/occupational disease occurredrly return to work anduality assurance

DISPOSITION
AUTHORITY
NUMBER (DAN]}

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

98-10-58815 | Preferred Worker Statistics

Rev. 1 Provides compiled documentation of employers, employees, and vocational service
specialists that participate in the preferred worker program.

Retainfor 6 years afterend
of calendar year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

22-12-69678 | Early Return To Work (ERTW) Consultations

Retainfor 6 years after

NONARCHIVAL

Rev. 0 Providing resources and documenting to return to work assistance provideshptoyers | consultation conpleted NON%SPSRENT'AL
through consultation. then
Includes, but is not limited to: Destroy.
1 Case notes
1 Contact information
T Services provided
9 Consultation outcome
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5.9 INTEGRATED CLAIMS SERVIRETSURN TO WORK PROGRAREFERRED WORKER PRO@GRANHAICE
NUMBER 515

The activity relating taffering employers financial incentives to hire qualified injured workers who are unakelerrn to the employer where the
industrial injury/occupational disease occurredrly return to work anduality assurance

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(TJE'I\'TTISJI\II\':&\'T?ON DESIGNATION
NUMBER (DAN]}

22-12-69680 | VocationalFirms Quality Assurance Records Retainfor 6 years after NONARCHIVAL
Rev.0 |wSO02NR& R20dzySyidAy3a @20FdGA2y It TFAN)Qa |validatonprocess completeq NONESSENTIAU

: ) : . . OPR

compliance with qualitssurance plans, necompliance escalation process, and other| or
related records produced by the Vocational FSi@Quality Assurance Program 6 yearsafter compliance
Includes, but is not limited to: established/escalation

1 Signed Quality Assurance Plan and signed addendums resolved

9 Firm validations received then

1 L&l veifications completed Destroy.

1 Correspondence

1 Suspension Orders

1 Quality Assurance process maps

1 StatusReports (includes data tables);

T Communic#ons, trainings, and resources.

Note: PeMWWAC296-19A210 Vocational Firms quality assurance plans expectations.
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5.10 INTEGRATED CLAIMS SERVIESURN TO WORK PROGRAMERAPY SERVICES, WORKS(ARRGIRAM
OFFICE NUMBERS51
The activity relatingt& NB2 Yy 2 YA O O2yadzZ GFrGA2ya GKFEG Y@ 2N YLFé y2G 0SS NBtI
Services Specialists records.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEEEII\I'I:IIIOOI\II\I:C,\IT?ON DESIGNATION
NUMBER (DAN]
96-06-56866 | Therapy Services Non-Claim Ergonomic Consultations Retainfor 6 yeas after NONARCHIVAL
Rev. 2 Documentation created from an ergonomic worksite consultation, and recommendati| feferral closure date NON%?RENT'AL
that are not related to amndustrial insurance claim. then
Note: Claimrelated consultations are retained undadustrial Insurance Compensable (Til Destroy.
Loss) Claim FilesStateFund(DAN 0709-61619)
10-05-62196 | WorkSource Vocational Services Specialist Working Files Retainfor 6 years after NONARCHIVAL
Rev.1 The WorkSource Vocational Services Specialists prosiger counseling, education, an( "eferral closure date NONESSENTIAL
. o OPR
resources to customers to enhandells and to facitate successful return to work. then
Includes, but is not limited to: Destroy.
1 Referrals and professional disclostoems,
{ Case notes
1 Job search documents
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5.11 INTEGRATED CLAIMS SERV|EENSIONGSPENSION BENEF{ISFFICE NUMBBR4

The activity relating tavorkers ortheir families who receive pension benefits if their injury prevents them from ever becoming gainfully employ
their family receives benefits after an-thre-job fatality.

I,DL\ILSJ'IF')SS:R-’FIITOYN DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
08-12-61952 | Department of Retirement System FilesNo Claim Retainfor 25years after NONARCHIVAL
Rev. 0 Provides documentation regarding the determination of entitlement for a-tme review process complete NON%SPSRENT'AL
benefit of $150,000 to the relatives of individuals who dieg on the joq cIas;ifiepI undel then
PERS,SERSand TERSA & Aa I aSLI NXuS SYuAiuf SYSYy Destroy.
Compenston claim at the time of death.
08-12-61953 | Fatality Files¢ No Claim Retainfor 25years after ARCHIVAL
Rev.0 Provides documentation dfdividuals who died on the job but the accident is not cove| revView process complete | (Appraisal Required
under Title 51. then NONESSENTIAL
Documentation includes but ot limited to: Transferto Washington State OPR
q Death certificates: Archives for appraisal and
q Obituaries: selective retention.
1 Newspaper articles coveririge accident;
1 Investigation reports;
1 Information from the employer or family.
Note:Title 51 is the laws and regulations that govern worker compensation benefits.
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5.11 INTEGRATED CLAIMS SERVIEENSIONGPENSION BENEFEIGFFICE NUMBBR4
The activity relating tavorkers ortheir families who receive pension benefits if their injury prevents them from ever becoming gainfully employ
their family receives benefits after an-thre-job fatality.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
10-06-62217 | Pension Benefit Account Change Records Retainfor 6 yearsafter NONARCHIVAL
Rev. 0 Provides documentationf changes made to pension benefit accounts, including Socig review complete NON%SPSRENT'AL
Segurity A:dmipisvtration (SﬁA) benefit coordina}IiArpercentage of all ct]anges are then
NEGASESR FyR O2YLMAESR Ayid2 | NBLRZNI dz pestroy
Office.
Working files include but aneot limited to:
1 Pension benefit chage reports;
1 Special on time payments of pension benefit coordination reports;
1 Tracking spreadsheet;
1 Final monthly statistic reports.
08-05-61784 | Pension Screen Reports Retainfor 1 monthafter NONARCHIVAL
Rev.0 |t NPOARSE | aylLaK2d 2F LISYaA 2gnapsionidSuss monthly payment run NONESSENTIAL
. . . OFM
to recreate pension file screens on anreeeded basisScreen shots are created once a | then
month; when a new screen shot iakien, it supersedes the former month. Destroy.
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5.12 CRIME VICTIM COMPENSATION PROGFR*WICE NUMBBRO

The activity relating tan individual who has suffered personal injury from a violent crime and receives compensation from the Washington §
Crime Victim Compensation Program to assist in paying expenses such as medical bills, loss of financiahduppergl expenses

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
92-04-50266 | Crime Victim Compensation (CVC) Program Administrative Files Retainfor 6 years afterend ARCHIVAL
Rev.l Documentationincludes monthly and quarterly reports, administrative plans, policies, | ©f calendar year (Appraisal Required
.. . . . i NONESSENTIAL
mission statements and procedures, and various working files specific to the then OFM
administrative SeCtion Of CVC. Transferto Wash”']gton State
Records may also includeyt arenot limited to: Archives for appraisal and
q Statistics: selective retention.
1 CVC steering committee meeting minutes and files;
1 Ad hoc meeting minutes andds;
9 Customer surveys and results;
1 Programrelated news clippings;
1 Projects;
1 Correspondence
08-09-61847 | Crime Victim Documentatiog No Valid Claim Number on File Retainfor 2 months after NONARCHIVAL
Rev. 0 Documentation received by the sections within the Crime Victim Compensation Prog| €nd ofmonth NONE)IS:fAENT'AL
that cannot be matched to filed claim Records are researched anflit is regarding a bill] then
after 45 days a remittance advice is sent to the provider noting that the bill was unpaj pestroy,
due to missing claim informatio™No notification is provided to senders of noiil
documents.
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

I,DAIS'IF')I?S:R-’FIITOYN DESCRIPTION OF RECORDS DIEIEBEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
08-03-61778 | Bill QualityAssurance Files Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 | Provides documentation pertaining to bill quality assurance files. of quarter NON%SPSRENT'AL
then
Destroy.
09-07-62069 | Crime Victim Claimg Medical Bills Retainfor 25 years after datg NONARCHIVAL
Rev. 0 Provides documentation of all medical bills received and processed on Crime Victim paid NON%SPSRENT'AL
claims. then
Destroy.
09-01-61921 | Data Entry Batch Cover Sheets Retainfor 6 yearsafter batch | NONARCHIVAL
Rev. 1 Documen}atio[provided on Ehe cover sheets is entered intp the Megical Information g completed NON%S;?ENT'AL
tFe2YSyld {eadSy odaLt{0 gKAOK IOUAQI(Sa then
information from the medical billsan be keyed into the syste@ocumentation on the | pestroy,
cover sheets includes: Internal Control Number (ICN); the batch number; the beginni
and ending document numbers; the total documents in the batch; the batch type and
accounting code; the date batch wasti®ated and by whom; and the date keyed and by
whom. If any bills are deleted from the batch during processing, this is also noted on
cover sheet.
92-04-50264 | Forensics Assault Exam Bills Retainfor 6 yearsafter bill NONARCHIVAL
Rev4 Provides dcumentationof authorized payment for medical exanhscludes medical processing complete NON'(E)ISDSRENT'AL
reports. then
Destroy.
Page34 of 125
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
92-04-5028 | Preliminary Payment Summary Reports Retainfor 6 yearsafter end NONARCHIVAL
Rev. 3 Documentationincludesseveraffiscalreportsof all crime victim bills approved for of quarter NON%SPSRENT'AL
payment then
Destroy.
08-05-61785 | Provider and Claimant Remittance Advices Retainfor 6 yearsafter end NONARCHIVAL
Revl | DocumentationLINE A RS& | RSGFAf SR adzyyl NB 27F |ofcalendaryear NON%SESRENT'AL
request for reimbursement during a specific payment cycle for Crime VictimsTbils then
original copy is an electronic repgtoduced from the Medical Information Payment Destroy.
System (MIPS) and maintained electronically in an Electronic Operating SystenA(&D
includes microfiche copies, which were no longer produced after July. 2008
97-07-57851 | Provider Registration Records Retainfor 6 yearsafter NONARCHIVAL
Rev.2 | Documentation ofprovider eligibility and certification to provide medical treatment and| Provider terminated NON%SPSRENT'AL
mental health services to eligible crime victim claimaMedia: Originals are in paper; then
copies are scanned and imaged for referenceppses only. Destroy:.
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
09-03-61947 | Reference Summary Reports Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 | Provides documentation afpdates, changes, and deletions made to Medical Informatj Of calendar year NONESSENTIAL
Payment Systermg Crime Vidms (MIRC). then OPR
Records include but amot limited to: Destroy.
I Terminated provider numbers;
1 Tax verification;
1 1099 reporting;
1 Procedure code changes;
1 Tax master reports;
1 Provider payment reports;
1 Ad hoc reports.
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5.14 CRIME VICTIM COMPENSATION PRO@GRAMIMS UNI¢ OFFICE NUMBBR2

The activity relating tahe processing and management of Crime Victim Compensation claim files.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ@T’;S\TA’A‘QT?ON DESIGNATION
NUMBER (DAN)]

74-08-06757 | CrimeVictim Claim File Retainfor 75years after NONARCHIVAL
Rev4 Provides all documentation pertaining to a claim for an individual who has been injurg claim closed ESSENTIAL
. .. . . (for DisasterRecovery)
during the commission of @ime andthe subsequent responsibilitiexf the State of then OPR

z

2 AKAYy3hd2yQa / NAYS +A00GAYa J2YLISyal U7\5Destroy
Includes, but isot limited to:
Application for benefits;
Medical records;

Law enforcement records;
Claimrelated correspondence.

1
1
1
1
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5.15 EMPLOYEBERVICEOFFICE NUMBEBRO

The activity relating tEmployer (Firm) OO2dzy i FAf S&X 22NJ SNBQ /2YLISyal dAazy olFasS NI G
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
05-03-60843 | Annual Rate Notices Retainfor 10 yearsafter end NONARCHIVAL
Rev.1 Documentation of notifications to employers of annual industrial insurance rate chang Of calendar year NON%SPSRENT'AL
Media: formerly on microficheAs of July 2008, rate notices are electronic. then
Destroy.
84-06-34101 | Class and Sufglass Experience Retainfor 10 yearsafter end NONARCHIVAL
Rev.l Provides documentation of loss and exposure datolicies that have suficcounts and | Of calendar year NON%SPSRENT'AL
display risk classification and salassification information then
Destroy.
10-01-62193 | Dividends Retainfor 6 yearsafter final NONARCHIVAL
Rev.0 Records include all documentation pertaining to the issuance of dividends to actiontaken NON%S;QENT'AL
policyholders. then
Destroy.
98-10-58817 | Employer Accounting Systems Enhancement (EASE) Adjustment Reports Retainfor 3 yearsafter NONARCHIVAL
Rev.l Provides documentation afdjustments of premiums and penalty/interest on employer| report date NONEIS:;ENT'AL
accounts then
Destroy.
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5.15 EMPLOYEBERVICEOFFICE NUMBEBRO

The activity relating tEmployer (Firm) OO2dzy i FAf S&X 22NJ SNBQ /2YLISyal dAazy olFasS NI G
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(;)I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
74-03-03623 | Employer Industrial InsurancAccount Files Retainfor 6 yearsafter final NONARCHIVAL
Rev.2 Provides documentation of all firm files pertinent to the department of workers hours | actiontaken NON%SPSRENT'AL
premium payments in accordance with RCW 51.16.0@kumentation for the firm files then
includes but is not limited to: correspondence, appeals, and vareperts. Media Destroy:.
includes paper copies prior to May 2007; thereafter copies are electronic, with some
maintained in the electronic application LINIIS.
91-04-47808 | Employer Report of Hours for Industrial Insurance Retainfor 6 yearsafter end NONARCHIVAL
Rev.3 Provides dcumentation ofman hours worked, and the payroll and premium reported | of quarter NON%SPSRENT'AL
and/or paid byemployees. then
Destroy.
84-06-34089 | Experience Rating Calculation Adjustments Retainfor 10 yearsafter end NONARCHIVAL
Rev.1 | Provides dcumentation ofincurred losses for employers accounts for firm numbers. | Of calendar year NON%SPSRENT'AL
then
Destroy.
10-01-62194 | Experience Rating Calculations Retainfor 10 yearsafter end NONARCHIVAL
Rev.0 Provides dcumentation ofincurred and expected losses for employers accounts by fir of month NON'(E)SPSRENT'AL
number. Media: formerly on microfichdn 2000, switched to CD and is now available then
electronically. Destroy:.
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5.15 EMPLOYEBERVICESOFFICE NUMBEBRO
The activity relating tEmployer (Firm) OO2dzy i FAf S&X 22NJ SNBQ /2YLISyal dAazy olFasS NI G

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ@T’;S\TA’A‘QT?ON DESIGNATION
NUMBER (DAN)]

10-01-62195 | Potential Unregistered Employers Report

Retainfor 6 yearsafter end NONARCHIVAL

Rev.0 Provides dcumentation ofemployers who may not have been registered prior to a claj ©f month NON%SPSRENT'AL
being filed The report is reviewed by an Employer Services staff member and, if therg then
discrepancy, a copy is given to the account manager for further retfi¢raud is Destroy:.

determined, the infomation is given to the Fraud Prevention Investigation section to b
investigated.
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5.16 EMPLOYEBERVICERETROSPECTIVE RATINGFICE NUMBER4

The activity relating taan optional incentive program offered to employers to minimize their industrial insurance losses.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
84-05-33893 | Prospective Retrospective Rating Members Retainfor 2 yearsafter end NONARCHIVAL
Rev.2 Provides documentation which enables groups to see how they might fare under of calendar year NON(E)IS:E'ENT'AL
retrospective rating. then
Destroy.
84-05-33895 | Retrospective Rating Enroliment FilesGroups/Individuals Retainfor 6 years after NONARCHIVAL
Rev.2 Documentation specific to retrospective enroliment, whiobludes but is not limited to: resolution of all protests and for Eiiffrg‘eufgr—)
calculations, correspondence, coordinator contact records, account balance reports, appeals OPR y

membership, predominant risk reports, protests and appeals, and contractual agreen then
Destroy.
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5.17 HEALTH SERVICE ANALYSIS ({8/A)CE NUMBEBRO

The activity relating ta seconebpinion program in Washington State.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\IJI(SDI\II\IAACI:\IT?ON DESIGNATION
NUMBER (DAN]
10-06-62216 | Chiropractic Consultation Files Retainfor 3 yearsafter NONARCHIVAL
Rev.0 Provides documentation of Chiropractors who voluntarily apply to perform second | @greement is terminated NON(E)IS:E'ENT'AL
opinions on injured wordrs referred by their doctors. then
Records may include but amot limited to: Destroy.
1 Program application;
1 Copy of chiropractic license;
1 Continuing education credits;
1 Performance agreement;
1 Attestation letters;
1 Correspondence.
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5.18 HEALTH SERVICE ANALYSIS (HHEELTHCARE POLICY AND PAYMENT METBBBESE NUMBEBER2

The activity relating tahe development of policies, payment methaaisl maximum fees used to pay healthcare and vocational providers who t

injured workers and crime victims.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION

NUMBER (DAN) DISPOSITION ACTION

98-08-58656 | Provider Fee Schedule Documentation Retainfor 15years afterdate ARCHIVAL
Rev.2 Provides a record of the complete development of the provider fee schedules, which | Of publication (Al\‘ljgr;izas' géqN“T"lfL
A Yy Of dzR S ompehdhfjos pdanent codes, based on business needs and indust  then OPR
standards Transferto Washington State
Records majncludebut arenot limited to: Archives for appraisal and

Correspondence selective retention.

Benchmarking documernts

Coverage decisions

Fee schedules

Extracts

Payment policies and billing instructigns
Web documents;

Work plans;

WAC changes

=4 =4 -4 -8 _a_a_°a_29_-2
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5.19 HEALTH SERVICE ANALYSIS (HPRYVIDER CREDENTIALING AND COMPLIAREEE NUMBBER4
The activity relating to the management of provider credentialing and enrollment ; provider quality, which includes medpravided by
healthcare providers and medical examiners, billing audits; prescribing audits; National Practitioner Data @#seCigimant records and
information; Department of Health citations; Drug Enforcement Agency reports; and Board Certifications; Credentialinge€dorunittents and
decisions; correspondence between L&l and the provider, and provider trainings.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlegESII\ITTlg\IJ\I:CI:\IT?ON DESIGNATION
NUMBER (DAN]
11-04-62455 | Claims Manager Complaint Tracking Files Retainfor 2 yearsafter NONARCHIVAL
Rev.1 | Provides documentation of complaints from Claims Managegarding Independent tracking completed NON(E)IS:;ENTIAL
Medical Exams (IME) doctor examination repatecumentation may include but is not| then
limited to: emails, databases, spreadsheets, faxes or written corresponditecka: Destroy.
paper and electronic.
Regarding the cuoff, W¢ NI O1 Ay 3 / 2YLX SGSRQ YSIya f
been reviewed and no further action will be taken by the departmérfurther action §
required, the documentation becomes a part of the records series tRiedider Peer
Review and Complaint Files (DANO#162440)
98-08-58654 | Independent Medical Exam (IME) Providers Retainfor 6 yearsafter NONARCHIVAL
Rev.1 Provides documentation of IME firms and individual providers that perform independg services end or final action NON'(EDSF;ENT'AL
YSRAOFt SEIYAYIGA2YA T2N 2| a.Pacynitaioh may] completed
include but is not limitedo: provider applications, inactivation of provider services, then
administrative action taken against provider based on complaints, orders of notice, | pestroy,
correspondence and litigation records.
Regardingtheut2 F¥> WCAyYyLlLf | OGA2yQ YSIya GKS
LINE A RSN & padindufi and, if dpprépBagesll terms of the settlement
agreement have been met.
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5.19 HEALTH SERVICE ANALYSIS (HPRYVIDER CREDENTIALING AND COMPLIAREEE NUMBBER4
The activity relating to the management of provider credentialing and enrollment ; provider quality, which includes medpravided by
healthcare providers and medical examiners, billing audits; prescribing audits; National Practitioner Data @#seCigimant records and
information; Department of Health citations; Drug Enforcement Agency reports; and Board Certifications; Credentialinge€dorunittents and
decisions; correspondence between L&l and the provider, and provider trainings.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEEBEII\ITTIS\']\':&\‘T?ON DESIGNATION
NUMBER (DAN]
11-04-62454 | Injured Worker Complaint Trackingiles Retainfor 3 yearsafter NONARCHIVAL
Rev. 0 Provides documentation of complaints from injured workers against Independent Me( tracking completed NON(E)IS:;ENTIAL
Exam IME) doctor®ocumentation maynclude but is not limited to: faxes, written then
correspondence, or secure message. Destroy.
Regardingthece2 TTY W¢ NI O Ay Fhe P& iddrifofplaBtRederral s v
been reviewed and no further action will be taken by the departmérfurther action is
required, the documentation becomes a part of the records sd?iewvider Peer Review
and Complaint Files (DAN-04-62440).
77-10-20108 | Provider Account Records Retainfor 20 yearsafter NONARCHIVAL
Rev 5 Provides documentation of assigning payee numbersedical and nommedical inactivation date NON%?)SF'{ENT'AL
providers ancany related correspondence between L&| and the proviBlalyee numbers| then
are used to issue payments to providers for services provided to industrially injured | pestroy,
workers Media includes paper prior to July 2007, electronic copies scanned into ORI
andelectronic information maintained in LINIIS.
08-06-61783 | Provider Account StatisticdReports Retainfor 2 yearsafter end NONARCHIVAL
Rev. 0 Documentationused for reference and compiling statisti®eports may include but are | Of calendar year NONESSENTIAL
- - ) . OFM
not limited to: Lien Summary Report, reports of provider enrollment numbers, missing then
provider Social Security numbers, IRS Tax ID numbers, and the inactigePA@dount | pestroy,
Report.
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5.19 HEALTH SERVICE ANALYSIS (HFR)VIDER CREDENTIALING AND COMPLIANEIEE NUMBBER4

The activity relating to the management of provider credentialing and enrollment ; provider quality, which includes medpravided by
healthcare providers and medical examiners, billing audits; prescribing audits; National Practitioner Data @#seCigimant records and
information; Department of Health citations; Drug Enforcement Agency reports; and Board Certifications; Credentialinge€dorunittents and
decisions; correspondence between L&l and the provider, and provider trainings.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlzlsggll\lTTlg\ll\I:cl:\lT?ON DESIGNATION
NUMBER (DAN]
21-08-69642 | Provider Credentialing and Enrollment Retainfor 10 years after NONARCHIVAL

Rev. 0

Recordgocumentingthe credentialing and enroliment procefs health care providers

Includes, but is not limited to:

= =4 4 -8 _8_9_9_49_92._-9a._-9._-2

Washington Practitioner Application

Provider Networkand Provider NonNetwork Agreement

Provider Agreemen®Provider Attestation FormandProvider Release Form
Group Application

Non-Network Provider Applicatign

Statewide Payee Registration Form

IRS Tax W Form

Delegate Documentatioand Delegation Agreement

Special ProjecApplicationsand Special Project Forms

Verification of EducationNVork History or Hospital Affiliation

MPN Acceptance LettegMPN Withdrawn LetterandMPN Denied Letter
Provider Appealand Reconsideration Documentation

termination
then
Destroy.

NONESSENTIAL
OPR

5. INSURANCE SERVI(
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5.19 HEALTH SERVICE ANALYSIS (HFR)VIDER CREDENTIALING AND COMPLIANEIEE NUMBBER4

The activity relating to the management of provider credentialing and enrollment ; provider quality, which includes medpravided by
healthcare providers and medical examiners, billing audits; prescribing audits; National Practitioner Data @#seCigimant records and
information; Department of Health citations; Drug Enforcement Agency reports; and Board Certifications; Credentialinge€dorunittents and
decisions; correspondence between L&l and the provider, and provider trainings.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlzlsggll\lTTlg\ll\I:cl:\lT?ON DESIGNATION
NUMBER (DAN]
21-08-69643 | Provider Credentialing and EnrolimenwWithdrawn Applications Retainfor 6 years after NONARCHIVAL

Rev. 0

Records relating taapplications and supporting documentkat are withdrawn from
considerationfor the L&I Provider NetwotkS A G KSNJ | RYA Y A a i NI G
request.

Includesbut is not limited to:

Washington Practitioner Application;

Provider Network and Provéd Non Network Agreement;

Provider Agreement, Provider Attestation Form, and Provider Release Form;
Group Application;

Non-Network Provider Application;

Statewide Payee Registration Form;

IRS Tax VW9 Form;

Delegate Documentation and Delegation Agreement;

Special Project Applications and Special Project Forms;

Verification of Education, Work History, or Hospital Affiliation;

MPN Acceptance Letter, MPN Withdrawn Letter, and MPN Denied Letter;

= =4 -8 -4 _8_a_48_4a_4_-4_-49._-2

Provider Appeals and Reconsideration Documentation

withdrawn date
then
Destroy.

NONESSENTIAL
OPR

5. INSURANCE SERVI(
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5.19 HEALTH SERVICE ANALYSIS (HPRYVIDER CREDENTIALING AND COMPLIAREEE NUMBBER4
The activity relating to the management of provider credentialing and enrollment ; provider quality, which includes medpravided by
healthcare providers and medical examiners, billing audits; prescribing audits; National Practitioner Data @#seCigimant records and
information; Department of Health citations; Drug Enforcement Agency reports; and Board Certifications; Credentialinge€dorunittents and

decisions; correspondence between L&l and the provider, and provider trainings.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

92-12-51671

Provider Medical Bill Audits and Actions

Retainfor 6 yearsafter
action finalor investigation

NONARCHIVAL
NONESSENTIAL

Rev.3 Provides documentationf@rovider medical bill audits. OPR
Includes, but is not limited to: completed
1 Complaint/referral; then
§ Referral analysis; Destroy.

1 Orders and notice;

1 Correspondence;

9 Litigation records

Excludes medical recordewered byMedical Records (Confidential) (DANI2%51666)
Note:Regarding the cubff:

f WwIOlA2y CAYILIfQ YSIEya GKS RSLINIYSYydO
beenpaidinfu NJ RSoild KIFayQid o0SSy I Odompasfgaes
out of business and, if applicable, all terms of thelsatent agreement have been
met.

1 wLy@Sadaaridazy /2YLX SGSRQ YSIya GKS
reviewed and no further action will be taken by the department.
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5.19 HEALTH SERVICE ANALYSIS (HPRYVIDER CREDENTIALING AND COMPLIAREEE NUMBBER4
The activity relating to the management of provider credentialing and enrollment ; provider quality, which includes medpravided by
healthcare providers and medical examiners, billing audits; prescribing audits; National Practitioner Data @#seCigimant records and
information; Department of Health citations; Drug Enforcement Agency reports; and Board Certifications; Credentialinge€dorunittents and

decisions; correspondence between L&l and the provider, and provider trainings.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlzlsggll\lTTlg\ll\I:cl:\lT?ON DESIGNATION
NUMBER (DAN)]
11-04-62440 | Provider Peer Review and Complaint Files Retainfor 6 yearsafter NONARCHIVAL

Rev. 0

Provides documentation of professional peer reviews of treatment for quality and me
necessity. Also includes provider quality of care complaints/referrals. Documentation
include but is not limited to: professional peer review report, agency remuder of
notice or letter of concern, followp, litigation records, reconsideration reports,
monitoring report, complaint files, and individual quality care complaints submitted al
providers. This series does not include medical records; see DARBIE66.
Regardingthece2 T FY W! OlA2Yy CAYylIfQ YSIya (KS
LINE DA RSNRA RSo6G KFra 0SSy LI AR Ay Fdz f
FANBSYSyYyild KIF@S 6SSy YSiod WLy @Sailng 3 (A z
complaint/referral has been reviewed and no further action will be taken by the

department.

action final or investigation
completed

then
Destroy.

NONESSENTIAL
OPR

5. INSURANCE SERVI(
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5.20 HEALTESERVICENALYS(HSA)X TECHNICAL OPERATIQREFICE NUMBEBR6

The activity relating tanaintaining the integrity of the Medical Information Payment System (MIPS), and the maintenance of all claimant data

necessary to supponedical bills payment and management reporting.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
77-10-20112 | Annual Claimant History Profile Retainfor 25 yearsafter end NONARCHIVAL
Rev. 1 Provides a record gfayments made to medical vendors by the claim number assigneq ©f calendar year NONESSENTIAL
. . . . .. . . OPR
each industrially injured workeReport is maintained in an electronic system called then
Enterprise Output Solution (EOS). Destroy.
08-09-61868 | Completed W2 Forms for State Fund Claimants Retainfor 7 yearsafter end NONARCHIVAL
Rev. 1 Secondary copies of completed-2vforms for individuals with active state fund claim fil§ Of calendar year NON%SPSRENT'AL
Copiesare kept in case of loss by customer. then
Destroy.
89-10-45074 | Electronic Media Claims (EMC) Bill Reports Retainfor 6 yearsafter end NONARCHIVAL
Rev5 Documentation provides an audit trail for multiple insurer format bills processed by of month NON%S;QENT'AL
Medical Information Payment System (MIABg¢ludes but is not limited to: L&l LAN then
processing reports, EMC preprocessing reports, and MIPS processing.réhess Destroy.
reports are received and maintained electronically.
80-01-24085 | Firm Statemenbf Awards Retainfor 25 yearsfter end NONARCHIVAL
Rev. 1 Monthly statement to employers detailing payments made to medical and miscellane of month NON'(E)SPSRENT'AL
providers The report is broken down by claim numbBeport is maintained in an then
electronic system called Enterprise Output Solution (EOS) Destroy:.



o

WASHINGTON
Secretary of State

Washington State Archives

Department of Labor and IndustrieRecords Retention Schedu

Version 1.11December 202p

5.20 HEALTESERVICENALYS(HSA)X TECHNICAL OPERATIQREFICE NUMBEBR6

The activity relating tanaintaining the integrity of the Medical Information Payment System (MIPS), and the maintenance of all claimant data

necessary to supponedical bills payment and management reporting.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEB?I\I;I(;)I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
92-03-49964 | Mass Adjustment Operational Records Retainfor 6 yearsafter end NONARCHIVAL
Rev.2 Provides documentation of detail reports in the Meditgbrmation Payment System of week NONESSENTIAL
. . . OPR
(MIPS) files and mass payment adjustment transactions. then
Destroy.
08-09-61867 | Reference Update Summary Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 Provides documentation of updates, changes and deletions made to. MIPS of month ESSENTIAL
then (for DisasterRecovery)
OPR
Destroy.
89-10-45066 | Remittance Advices Retainfor 25years after NONARCHIVAL
Rev.l Provides detailed records of-bionthly payments made to medical vendors for every other month (bi NON'(EDS;?ENT'AL
industrially injured workersReport is maintained in an electronic system called Enterp monthly)
Output Solution (EOS). then
Destroy.
03-04-60514 | Service Request Release Documents Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 Provides documentation of alipporting test plans, test scripts, test results including | ©f month NON%SPSRENT'AL
exception logic, new reports, and screen layouts and data elements of then
modifications/enhancements made to MIPS. Destroy.
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5.21 SELHNSURANCECERTIFICATION SERVICHI-ICE NUMBBR2

The activity relating tahe management of qualified seffy & dzNJ y OS SYLJX 2@ SNAEX ¢K2 LINPDARS G KSANJ
program.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;IEII\IJI(?I\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
74-07-05403 | Employer Master Record File Retainfor 30 yearsafter the NONARCHIVAL
Rev.6 | Provides documentation of correspondence related to-sefirers,ncluding files related | date imaged NON%SPSRENT'AL
to safety, program compliance, audits and penalties. then
Note: These records were microfilmed through February 200arofilm is currently stored at | Destroy.
L&I headquarters in Tumwater on th& Bloor.
11-04-62439 | Seltinsured Employer Escrow Balance Sheets Retainuntil superseded NONARCHIVAL
Rev.0 Escrow balance sheets, or statements, are reviewed each montbrify that an then NONESSENTIAL
. . OFM
employer has the funds to pay their worker benefits in the event of a default by an Destroy.
employer. The statements are checked to insure that the market value of these secur
is at least equal to the required amount that should be in the antou
The balance sheets come either monthly or quartéihen a new one is received the
former one is obsolete as the new statement supersedebhié escrow account
documentation is maintained in the Sdifsured Surety Files (DAN-98-58677) for 11
years after the last claim is closed.
07-12-61679 | SelfInsured Employer Reporting Files Retainfor 30 years after NONARCHIVAL
Rev. 1 Includes actuarial documentation of estimated loss exposure (claim costs) fonGetid | imaged NON%??QENT'AL
businesses and documentation of assessment paid byrselfers Information utilized in | then
actuarial estimats of loss exposurélay include but is not limited to: reinsurance, Destroy.
legal/special documents, subs/locations, quarterly and annual reports and
reimbursements.
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5.21 SELHNSURANCECERTIFICATION SERVICHI-ICE NUMBBR2

The activity relating tahe management of qualified seffy & dzNJ y OS SYLJX 2@ SNAEX ¢K2 LINPDARS G KSANJ

program.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
98-09-58677 | Selfinsured Surety Files Retainuntil 11 years after NONARCHIVAL
Rev. 4 Provides documentation of collateral for Seisured claims liabiliySource of payment in last claim closed NON%IS:;ENT'AL
0KS S@SydG 2F I+ RSTI dzt (coipensdiohdemfis LJ & Y§ then
Documentation includes bond, escrow agreement, and letter of credit backing up fing pestroy,
surety.
Correspondence releasing the surety will be placed in the series under DARNIB403
and maintained for 30 years.
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5.22 SELHNSURANCECLAIMS TRAINING UNIOFFICE NUMBBR1

The activity relating taertifying seHinsurance claims wotkkaders, claims managers and trainers

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEBEII\IJI(SDI\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
11-04-62437 | Selfinsurance Electronic Data Reporting System (SIEBB&egate Data Reports Retainuntil 5 years after endl NONARCHIVAL
Rev.0 |vdz NISNI& NBLENI&A 2y 62N)] SNEQ Omlaife a If of quarter NONESSENTIAL
. . OFM
community as a wholdncludes a total of 21 various reports. then
Destroy.
11-04-62436 | Seltinsurance Electronic Data Reporting System (SIEDRS) Enroliment Forms Retainuntil 1 year after data| NONARCHIVAL
Rev. 0 Provides a record of companies that are sending claims data electronically to L&l via| €ntered and verified NONESSENTIAL
OFM
SIEDRS. then
Destroy.
11-04-62434 | Seltfinsurance Qualified Claim Administrator Completed Exams Retainuntil data entered and. NONARCHIVAL
Rev.2 Provides a record of testing to become a qualifitlms administratarincludes verified NONgIS:fAENTIAL
application Results are documented in the electronic §/& Wv dzA O1 / I NR| then
12-61956 and kept for 25 years. Destroy.
11-04-62435 | SelfinsuredQualified Claim Administrator Updated Exam Questions Retainfor 1 year after NONARCHIVAL
Rev.1l Provides documentation of updated exams with new or revised questions. superseded NON'(EDSP?QENT'AL
then
Destroy.
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5.23 SELHNSURANCECLAIMMANAGEMENSERVICESOFFICE NUMBBR3

The activity relating tananagement of selinsurance claims files.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
07-12-61682 | SelfLy a dzZNBR | 3Sy 0& 2 2 NJ Sq@brpensabl¥ LISy a I (i A 2 y| Retainfor 75 years after NONARCHIVAL
Rev. 1 Includes medical coverage and time loss and provides documentation of action taker| close of claim NONESSENTIAL
. . . .. . OPR
provides basis for future claim decisions, and allosgearch related to thelaims. then
Note: The original claim files are kept by the seffured employer, so L&l cannot certify Destroy.
completeness of fil&See the Local Government Common Records Retention Schedule, D
GS5006G27.
740705400 | SelfL y a dzZNBR ! 3Sy 0é 2 2 NJ SdtBmpensabl¥ Papef @opiésPaoy Retainfor 75years after NONARCHIVAL
Rev. 5 to 1988 close of claim NONESSENTIAL
Includes medical coveragad time loss and provides documentation of action taken, then OPR
provides basis for future claim decisions, and allows research related to claims prior | pestroy,
1988.
781121645 | SelfL y a dzZNBR ! 3Sy 0& 2 2 NJ SqWerCompengdnl€ y a | (i A 2 y| Retainfor 40 years after NONARCHIVAL
Rev. 6 Provides documentation afction taken, provides basis for future claim decisions, and| close of claim NON%???ENT'AL
allowsresearch related to the claims then
Note: The original claim files are kept by the seffured employer, so L&l cannot certify Destroy.
completeness of fil&see the Local Government Common Records Ret&tfwdule, DAN
GS5806G31.
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5.24 SAFETY AND HEALTH ASSESSMENT RESEARCH AND PREVENT{QRFSHFARBMBBERO

The activity relating taesearch, monitoring andemonstration projects which promote healthy work environments and prevent workplace injur]

and illnesses.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
03-02-60446 | Human Research Study Washington State Institutional Review Board (WSIRB) Reco Retainfor 3 years after NONARCHIVAL
Rev. 1 Provides documentation of the WSIRB review and approval préoekg&l to do research| research is complete NON(E;'\SAENT'AL
which involves human subjectecords are maintained in accordance with 45 B&®R then
46.115 Records include but are not limited to: copies of all research proposals review pestroy;
scientific evaluations, approval sample consent documents, progress reports, and re
of injuries to subjects, records of continuing activities, copies ntspondence and
statements of significant new findings provided to subjebata from Human Subject
research projects, which have been-dientified by removing all personal identifiable
information, may be used in DAN-02-60447 for further analysis.
03-02-60447 | Safety and Health Assessment Research and Prevention (SHARP) Research and D4 Retainfor 10 years after NONARCHIVAL
Rev. 1 Provides documentation dhe development of projects, data and resultant impacts of | @nalysis is complete NON%SPSRENT'AL
research studiesRecords may include the docunieh G A 2y 2 F LI NI 4 then
and possible exposure to chemicals for research and prevention of occupational injul pestroy,
illnesses in the workplacé&nalysis of data is compiled to determine long term health
conditions.
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6. DIVISION OF OCCUPATIONAL SAFETY AND HEALTI QRB8EH NUMBER 610

This section covers records relatingtihe business standards and technical services, operations, compliance, education and outreach, consultation,
investigations and laboratory analysis.

See theState Government General RecoRitention Schedufer additionalrecords series relating to grants, training, audits, and executive level records
regarding policy, studies, quality performance and improvement, interpretive and policy statements.

6.1 STANDARDS AND TECHNICAL SERVOEEBE NUMBER 620
The activityrelating to the requests to vary from agency rules and policy, explosives, and program standards and development
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEBEII\I'I:IIIOOI\II\I:C'\IT?ON DESIGNATION
NUMBER (DAN]
92-07-50932 | Variance Files Retainfor 6 years after ARCHIVAL
Rev.l Provides documentation of authorization to deviate from Safety and Health standardg inactive date (Appraisal Required
: ) - _ L A : NONESSENTIAL
May include but is not limited to: application, determination, inspector documentation| then OPR
and correspondencéAlso includes interim and temporary variancéle variance Transferto Washington State
becomes inactive when it is either revoked, withdrawn, or denied Archives for appraisal and
selective retention

6. DIVISION OF
OCCUPATIONAL SAFH Pageb7 of 125
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6.2 STANDARDS AND TECHNICAL SER\BEEBOSIVEDFFICE NUMBER 624

The activityrelating to managing explosives licenses, dealers records, inspection files and radio signaling permits

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBERDAN) DISPOSITION ACTION
87-10-41115 | Application for Radio Signaling Permit Retainfor 6 yearsafter NONARCHIVAL
Rev.1 | Provides a record of all tones and frequencies issued for the radio signaling system y disposition of radio f E_SStErRNTlAL
chapter 49.17 RCW amthapter 29654 WAC. then (for 'SaéTDRecovery)
Destroy.
87-10-41113 | Applications for Explosive Licenses Retainfor 6 yearsafter NONARCHIVAL
Rev.2 Providesa record of purchaser, user, magazine, dealer and manufacturer licenses isg license not renewed or ESSENTIAL
per chapter 70.74 RCW and chapter ZZBWAC license revoked (for D'saétggecovery)
May include but are not limited to: then
1 Application; Destroy.
1 Finalbackground check®sults;
1 Renewals,
1 ! &S Naterd tést;and
1 Correspondence.
87-10-41114 | Dealer Records Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 Providesa record of all sales of explosivegdealers per chapter 70.74 RCW and chapt( ©f month f rE-SStE,ETIAI:
296-52 WACDocumentation is sent to L&l dealers monthly. then (fo 'Sa(S)TDRecove )
Destroy.
6. DIVISION OF
OCCUPATIONAL SAFE Pageb8of 125
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6.2 STANDARDS AND TECHNICAL SER\BEEBOSIVEDFFICE NUMBER 624

The activityrelating to managing explosives licenses, dealers records, inspection files and radio signaling permits

I,DAIS'IF')I?S:;{FIITOYN DESCRIPTION OF RECORDS DISIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBERDAN)
20-06-69495 | Fingerprint Cards an€riminalBackground Checksom Explosive License Applications | Retainfor 90 daysafter NONARCHIVAL
Rev.0 Records documenting applicant fingerprints and background cheseic to validate fingerprints and background| NONESSENTIAL
criminal history as required by RCW 70.74.360 (1) and onlyfasedocessing Explosive | checksare processed OFM
License Applications or
Excludes records covered Applications for Explosive Licenses (DAN(BZ1113) Until appeal resolved
Note: Retention is based on recommendations from Washington State Patrol and the Fe{ then
Bureau of Investigations. Destroy.
930654582 | Ly 4 LISOG2NDNa 9ELX 2aA@Sa W20 LyallSOidA 2y | Retainfor6yeasafterfinal NONARCHIVAL
Rev.1 |t NP@ARSAE R20dzySydl A2y 27F Ay adtdfghdughen & | inspection complete ESSENTIAL
lifecycleof an individual ocompany/corporation/originatioricense. then (for D'sac)stliﬁecovery)
Destroy.
6. DIVISION OF
OCCUPATIONAL SAFE Pageb9of 125
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6.3 STANDARDS AND TECHNICAL SERMIEEBNICAL SERVICBSFICE NUMBER 625
The activityrelating to the management of asbestos remgeadposureecordsand high hazard facilities
DISPOSITION
AUTHORITY DESCRIPTIGDF RECORDS DIEIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN)
08-03-61783 | Applications for Certified Asbestos Abatement Contractors Retainfor 50 yearsafter end NONARCHIVAL
Rev. 0 Applications submitted for the purpose of certifying a contractor (company) to abate | of calendar year (or EiifteErRNeIl'\i%)
asbestosinder chapter 2965 WAC. then OPR Y
Note:It is recommended by the Environmental Protection Act to maintain initial applicatio| Destroy:
for the life of employment.
051061048 | Applications for Qualified Asbestos Worker/Supervisors Certificatiopproved Retainfor 50 yearsafter end NONARCHIVAL
Rev. 1 Provides proof of training for approved qualified worketgpervisors in theemoval or of calendar year f E_SStErRNTlAL
encapsulation of asbestos and #rhistory for health documentation under chapter 296, then (for 'Saé;Recovery)
65 WAC. Destroy.
Note:lIt is recommended by the Environmental Protection Act to maintain initial applicatio
for the life of employment.
08-03-61784 | Applications for Qualified Asbestos Worker/Supervisors Certificatiddnapproved Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 | File includes all applications that have been submitted and did not meetthérements | Of calendar year ESSENTIAL
(for DisasterRecovery)
under chapter 2965 WAC. then OPR
Destroy.
6. DIVISION OF
OCCUPATIONAL SAFE Page60of 125
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6.3 STANDARDS AND TECHNICAL SERMIEEBNICAL SERVICBSFICE NUMBER 625
The activityrelating to the management of asbestos remgeadposureecordsand high hazard facilities
DISPOSITION
AUTHORITY DESCRIPTIGDF RECORDS DIEE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
09-0562025 | Cholinesterase Monitoring Blood Test Results Retainfor 7 years after end NONARCHIVAL
Rev. 1 Provides documentation of lab tests fagricultural pesticide handlers who use toxicity | ©f month NON%IS:‘?{ENT'AL
class | and class Il organophosphate anéthylcarbonate pesticides per WAC 2967- then
148 The results are faxed to L&l from Pathology Associates Medical Laboratory (PAll pestroy,
Media: Received in paper formateh scanned into a confidential, secure folder for eas
reference.
Note: The employer must keep these records for 7 years per WAB0Z9E!8, so the agency
has decided to align with the WAC and keep theserdscthe same length of tim@AML, the
SYLX 28S5Qa YSRAOIf LINRYARSNE FyR GKS SY
08-03-61785 | Cholinesterase Monitoring Reimbursement Program Files Retainfor 6 years after end NONARCHIVAL
Rev.0 Files include documentation of all medical, training, travel, and related records requir| ©f calendar year NON%SPSRENT'AL
for reimbursement of costs to the agricultural employers under the guidelines of the then
Cholinesterase Monitong Reimbursement Program per WAC -38G-148. Destroy.
051061049 | Evaluation ofMaterial Safety Data Sheets (MSDS) Retainfor 6 years after NONARCHIVAL
Rev.1 |wSO2NRa AyOf dzZRS aS$02yRINE O2LMASa 27F N evaluation or translation NON%SESRENT'AL
Originals are given to the employetsK § a{ 5{ Qa I NB y2{ T2 NJ completed
then
Destroy.
6. DIVISION OF
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6.3

STANDARDS AND TECHNICAL SERMIEEBNICAL SERVICBSFICE NUMBER 625

The activityrelating to the management of asbestos remgeadposureecordsand high hazard facilities

DISPOSITION

AUTHORITY

NUMBER (DAN)]

DESCRIPTIGDF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

08-03-61782 | Notice of Asbestos Abatement Retainfor 1 year after notice| NONARCHIVAL
Rev.1 | Notice of Asbestos Abatement submitted frantertified asbestos contractor notifying o| IS entered into database NON(E)IS:E'ENT'AL
asbestosInformation is entered into databaséSee DAN 004-61464.) then
Destroy.
07-04-61464 | Notice of Asbestos Abatement Project Database Retainfor 75 yearsafter NONARCHIVAL
Rev. 1 Electronic documentation of Notices of Asbestos Abatement received by the departn] @batement projeccomplete ESSENTIAL
This notice provides a record of the j&bA S I RRNB&&z 06dzAf RAY ] then (for D'saét;r;ecovery)
O2y UN} OQU2NRa ylIYSE o0dAfRAY3I aAl ST | a0 9 pestoy
asbestos being removed
86-10-37837 | Renewal Applications for Qualified Asbestos Worker/Supervisors Certificagion Retainfor 6 yearsafter end NONARCHIVAL
Rev. 6 Approved of calendar year ESSENTIAL
Provides proof of training and tracks approved qualified workers/supervisors in the then (for Disa(s)t;";ecovem
removal of encapsulation @fsbestos. Destroy.
07-04-61465 | Training Materials for Asbestos Training Retainfor 6 yeas after NONARCHIVAL
Rev. 1 Provides documentation of class outlines, curriculum and materials used in worker ai litigation end or certification | NONESSENTIAL
supervisor certification classes. of trainer OPR
then
Destroy.
6. DIVISION OF
OCCUPATIONAL SAFH Page62 of 125
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6.3 STANDARDS AND TECHNICAL SERMIEEBNICAL SERVICBSFICE NUMBER 625

The activityrelating to the management of asbestos remgeadposureecordsand high hazard facilities

DISPOSITION
AUTHORITY
NUMBER (DAN)]

DESCRIPTIGDF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

08-12-61959
Rev. 1

Unsolicited Employee Medical and Exposure Records

Documentation received from unsolicited companies regardirig S A NJ S Y LJX 2 &
and exposure record&Jpon receipt of these records, L&I will advise the company in
writing that we will dispose of their records three months after the date ofribgfication
letter. Unless notified by the company to make ottagrangements, L&I will proceed in
the destruction of these records per this retention schedule.

WAC 2902-60005 states that if a company is going out of business or is planning td
dispose okmployee and medical and exposure records they must notify L&I in writing
such, or transfer he recordsrequired per a specific agency rul&l has one specific WA
¢ 296:62-07314(3)(a) for Carcinogens, which requires the transfer of the medicakesp
records to the agencylhis has never occurred but if it does, L&l will maintain these

records under GS 0303® medical or exposure records are requested for investigative

purposes they become part of the Inspection Eileee DAN 7-89-06925.

Retan for 3 monthsafter
date of notification letter

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

6. DIVISION OF
OCCUPATIONAL SAFH
AND HEALTH
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6.4 STANDARDS AND TECHNICAL SER\BCESDARDS PROGRAMFFICE NUMBER 681
The activityrelating to development of safety and health standards.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(;)I\II\IAACI:\IT?ON DESIGNATION
NUMBER (DAN]
74-09-06883 | Safety and Health Standards Development Files Retainfor 6 years after ARCHIVAL
Rev4 Provides documentation of public hearings, advisory and/or ad hoc committee minut¢ adoption date (Appraisal Required
.. . NONESSENTIAL
research and public input to develop Safety & Health stand&dsords may also includg then OPR
but are not limited to: Occupational Safety and Health Administration (OSHA)stENd | Transferto Washington State
and approval concerning enactments of DOSH, filing of reports and filings of emerge| Archives for appraisal and
and permanent rules with the code reviser. selective retention.
6. DIVISION OF
OCCUPATIONAL SAFH Page64 of 125
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6.5 OPERATIONSOFFICE NUMBERGG

The activityrelating todocumenting the collection of fines and penalties

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS
NUMBER (DAN)]

RETENTION AND
DISPOSITION ACTION

DESIGNATION

90-01-45344 | Penalty Log Books

Retainfor 6 yearsafter end

NONARCHIVAL

Rev.0 Provides dcumentationof collections of fines and penalties levied by Safety and Heal| Of calendar year NON(E)IS:E'ENT'AL
Compliance. then
Destroy.
6. DIVISION OF
OCCUPATIONAL SAFE Page65of 125
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6.6 OPERATIONSDOSH RECORDS CENJEBR-ICE NUMBER 313

The activityrelating to safety and health inspections and investigations.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
74-09-06925 | DOSH Inspection Case Files Retainfor 6 years aftecase NONARCHIVAL
Rev.6 Provides documentation of employer histaop safety and hygiene compliance closed NONESSENTIAL
inspections then OPR
May include, but is not limited to: Destroy.
1 Notice ofcitation (code violatiory)
9 Fines levied
1 Supporting evidence
1 Inspection worksheets
1 Interview statements
1 Photos and videgs
1 Appeal proceedings and hearing recordings
6. DIVISION OF
OCCUPATIONAL SAFE Page66 of 125
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6.7 COMPLIANCE PROGRANMRANES OFFICE NUMBER 621
The activityrelating to the certification of cranes, derricks and spouts.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
74-09-06924 | Certifiers of Cranes, Derricks, and Spouts Retainfor 6 years after NONARCHIVAL
Rev.3 | Provides documentation and supporting information regardiagified crane, derrick, | inactive date of certified NON%SPSRENT'AL
and spout certifiers per chapter 49.17 RCW and chapterSB@/AC. Inspector
then
Destroy.
74-09-06923 | Crane, Derrick, and Spout Certification Files Retainfor 6 years after life off NONARCHIVAL
Rev. 4 Providesdocumentation and supporting information regarding past and current crane NON%SPSRENT'AL
certifications of cranes, derricks, and spouts for the life of the crane, along with Notic{ then
Deficiencies per chapter 49.17 RCW and chapterSB@/AC. Destroy.
09-03-61973 | Crane, Derrick, and Spout Certifier Fie€ertification Denied Retainfor 1 year after NONARCHIVAL
Rev. 0 Provides a record of crane, derrick, and spout certifiers who were denied certification certification denied NONgIS:fAENTIAL
then
Destroy.
6. DIVISION OF
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6.8 COMPLIANCE PROGRAMARITIME; OFFICE NUMBER 623
The activityrelating to the management of charter boats.
I,DAES?SS:?;FI[FO\(N DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
09-03-61970 | Charter Boat Files Retainfor 6 years aftelife of ARCHIVAL
Rev. 0 Provides documentation and supporting information for the construction, certification] Vessel (Al\ﬁ’gr;izas' SREqN“}rﬁAdL
and stability of charter boats per chapter 2265 WAC. then OPR
Transferto Washington State
Archives for appraisal and
selective retention.
09-03-61972 | Charter Boat Operator and Vessel FileBenied License dCertificate Retainfor 6 years after NONARCHIVAL
Rev. 1 Provides a record of charter boat operators who were denied a license and charter b license or certificate denied NON%SPSRENT'AL
vessels that were denied a certificate. then
Destroy.
09-03-61971 | Charter Boat Operators Files Retainfor 6 years after ARCHIVAL
Rev. 0 Provides documentatioand supporting information of current operators licensed to | inactive date of licensed (Appraisal Required
operate charter boats per chapter 2945 WAC. operator NON%SPSI'?ENHAL
then
Transferto Washington State
Archives for appraisal and
selective retention.
6. DIVISION OF
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6.9 EDUCATION AND OUTREACRANING PROGRAWNIOFFICE NUMBER 672

The activityrelating to internal andexternal training on safety and health.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
11-06-62459 | Division of Occupational Safety and Health (DOSH) Symposiiles Retainfor 10years afterend NONARCHIVAL
Rev. 0 Provides documentation of the annual three day DOSH Technical Safety and Health| Of event NON%SPSRENT'AL
Symposium, which is a mandatory training for approximately 300 DOSH Safety and || then
Specialists, Risk Managers, Ergonomists, Chemists, and their managéheent Destroy:.
Symposium provides technical safety and health training on workplace hazards and |
prevent them so DOSH inspectors and consultants can better assist employers in ke
their worksites safeThe Symposium also allows the opportunity to discuss claimgrule
and share information and knowledge.
Documentation may include but is not limited to: research to determine feasibility of
various locations, communication with management to determine contesnfracts with
instructors and facilities and handouts.
6. DIVISION OF
OCCUPATIONAL SAFE Page69of 125
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6.9 EDUCATION AND OUTREACRANING PROGRAWNIOFFICE NUMBER 672

The activityrelating to internal andexternal training on safety and health.

DISPOSITION
AUTHORITY
NUMBER (DAN)]

DESCRIPTION OF RECORDS

DISPOSITION ACTION

RETENTION AND

DESIGNATION

12-03-68231
Rev. 0

Occupational Safety and Health Administration (OSHA) Outre@tdss Records
The OSHA Outreach Training Program teaches workers about their rights, employer

responsibilities, and how to file a complaint as well as how to identify, abate, avoid, a

prevent job related hazard©SHA authorizes safety and health proiesals in L&l who
complete an outreach trainer course to conduct occupational safety and health class
workers.

Class records, per OSHA requirements,trbeskept for 5 yearsThe records must include

at least the following:

1
1
1
1

Student sigrin sheets;

Student contact information;

Topic outline;

Class documentation (a copy of the documentation sent in to request student
course completion cards including thist of the topics taught and the class time
spent on each topic);

Student course completion card numbers;

A list of each guest trainer, topics, and times covered by each and their
qualifications;

Additional authorized trainers, including the name, listapics covered, number
of contact hours allocated for each topic, and a copy of their trainer card.

See OSHA Outreach Training Program Requiremawis,osha.gov/dte/outreach/

Retainfor 5 years after end

of course

then

Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

OCCUPATIONAL SAFH
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6.10 EDUCATION AND OUTREACHY £+ 9 wb h wQ
The activityNB £ | G A y 3

{1 C9¢,

GKS 2NBFYATFGA2Y EdnferénkeS

I b 5¢ OFFRCE NUMBER 6YD C 9 w ¢
' yydz f D2@SNYy2NRa {1

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEQ@T’;S\T AACI:\'T?ON DESIGNATION
NUMBER (DAN]
840834467 | D2 SNy 2NNA& LYRdAZAGNRIE {FFSGe Retainfor 2 yearsafter end NONARCHIVAL
Rev. 2 Provides documentationf all subcommittees who meet to plan the Boards decisions f{ ©f calendar year NON(E)IS:E'ENT'AL
0KS D2@SNYy2NRa LYRdAZAGNRLFE {FFSae then
Media: Paper. Destroy.
6. DIVISION OF
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6.11 EDUCATION AND OUTREAGRECIAL EMPLOYER PROGRAMFICE NUMBER 679

TheactivitNB f F Ay 3 G2 | 3SyoOeéeQa +2fdzy il NBE t NEGSOGAZ2Y t NRINIY 2FFSNBF
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACIZ\IT?ON DESIGNATION
NUMBER (DAN]
07-04-61467 | Voluntary Protection Prograng Accepted Employers Retainfor 6 years after NONARCHIVAL
Rev.1 | Provides a record of employers who are accepted intotbintaryProtection Program | fecertification process is NON%ISDEQENT'AL
(VPP)Documentation may include but is not limited to: application,-ssthluation, completed
report for initial acceptance and recertification, safety plans, annual report, certificatiq then
documentation if requested by the agency, and correspaorde Destroy.
11-08-62511 | Voluntary Protection PrograntEmployersNot Accepted Retainfor 3 years after NONARCHIVAL
Rev.0 | Provides a record of employers who are not accepted into the Voluntary Protection | @pplication denied NON(E)IS:;ENTIAL
Program (VPPPocumentation may include but is not limited to: application, assessm¢ then
Fa uz2 oKe UKSe RARYQU ljdzZtAFe YR O2NJ pestroy
6. DIVISION OF
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6.12 CONSULTATION PROGRAM-FICE NUMBER 671

The activityrelating to safety and health consultation visits with industries and agencies.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
95-06-55245 | Consultation Case Files Retainfor 6 years after NONARCHIVAL
Rev.6 | Records documenting consultation initial visits, folopvisits and orsite training visits | consultation case closed dat NONESSENTIAL
with private industries and public agencies. then OPR
Includesput is not limited to: Destroy.
1 Request and visit forms;
1 Written reports to the employer;
1 Hazard records of abatement;
1 Checklist;
1 Documentation notes;
1 OSHA 300 log and summaries;
1 Safety & health program assessment worksheets (Form 25);
1 Requests from Selhsurance to evaluate companies that want to be-gedured.
07-04-61466 | Consultants Assistance Records Retainfor 6 years afterdate NONARCHIVAL
Rev.1 Records documenting consultants training and assistance to improving safety and he of activity NONESSENTIAL
for employers and employees. then OFM
Destroy.
6. DIVISION OF
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6.12 CONSULTATION PROGRAM-FICE NUMBER 671

The activityrelating to safety and health consultation visits with industries and agencies.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REUENVION 1D DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
07-04-61468 | Safety Through Achieving Recognition Together (START) Program Records Retainfor 4 years afteffinal ARCHIVAL
Rev.2 | Records documenting recognition given through START program of occupational saff recertification, or employer | (Appraisal Required
and health excellence in a small business. does not recertify NON(E;'\SAENT'AL
Includes, but is not limited to: then
9 9YL)} 28 S Nmmnﬁit@e‘_’htﬁ SNJ 2°F Tran_sferto Washington State
f Regional Program Manager recommendation for approval; Archives for appraisal and
{ Letter from DOSH Assistant Director to employer approving START certificati| SEIECtive retention
1 Copy of certification;
T START checklist;
1 Employer achievement plan.

Note: TheSTART program recognizes smadlibeiss who have achieved a safer workplace

through employer, employee and government collaboration and reduced hazards, injurie
lowered insurance costd small business has no more than 50 at a specific site, and no m
than 250 statewide.
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6.13 DEPUTY PROGRAM AND LEGISLATIVE AND LABORATORY ERCSEHFRAMINATION AND INVESTIGATtONS
OFFICE NUMBER 684

The activityrelating todiscrimination complaint files received by the agency from individeiaiployers and the Occupational Safety and Health
Administration.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(TJE'I\'TTISJI\II\':&\'T?ON DESIGNATION
NUMBER (DAN]}

81-06-27945 | Safety and HealttDiscrimination Complainand ComplaintsAgainstState Program Retainfor 6 years after NONARCHIVAL
Rev.3 Administration (CASPAjiles complaint resolvednd all NONESSENTIAL
Provides documentation of complaints against employers from employees who appeals completed OPR
experienced retaliation foexercising worglace safety and health rights. then

Complaints against L&l Division of Occupational Safety and Health (DOSH), filed by | Destroy.
individuals or employers with ¢hOccupational Safety and Health Administration (OSH
L&l is notified by OSHA of these allegations.

Includes, but is not limited to:

Discrimination complainallegations and investigations;

DOSH Inspection records;

Investigation ihdings, settlement agrements;

Penalty assessments, and appeal actions

Documentation of the CASR#egations and investigations;

Copies of the complaint, correspondence between individual, employer, agen
and OSHAnvestigator notesinterview statements, audio recording$ interview
statements, recommendations, and corrective action plans.

= =4 =48 -4 8 9
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6.14 DEPUTY PROGRAM AND LEGISLATIVE AND LABORATORY ERMEFANRIAL HYGIENE LABORATORY Al

ANALYSI& OFFICE NUMBER 641

The activityrelating to the documentation created in the DOSH laboratory.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;?I\I'I:I;g)I\II\I:Cl?\IT?ON DESIGNATION
NUMBER (DAN]
07-12-61685 | Certificates of Analysis, Calibration and Accuracy Retainfor 6 years after date | NONARCHIVAL
Rev. 2 Documentation provided to the laboratory by certified companies or agencies, or of expiration NON%SPSRENT'AL
traceable to certifying agencies, showing the necessary datsp@cifications so that the| or
laboratory can prove it utilized certified equipment, chemicals and other media to 6 years aftedate equipment
complete an accurate analysis of a contamin&@tiows the necessary data and is removed from servige
specifications to prove that field sampling equipment ordered bylafefor Industrial whichever is sooner
| @3ASyAataQ dzaS Aa OSNIATASR (2 LISNF2) then
When issued for chemicals, includes, but is not limited to: Destroy,
9 Purity level and compositioof chemical;
1 Expiration date, lot number, description of chemical, catalog number;
1 Chemical Abstract Registry number.
Laboratory items covered by these documents include, but are not limited to:
1 Laboratory analysis instrumentation, measuring devices, éigldpment,
chemicals and sampling media.
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6.14 DEPUTY PROGRAM AND LEGISLATIVE AND LABORATORY ERMEFANRIAL HYGIENE LABORATORY Al
ANALYSI&OFFICE NUMBER 641

The activityrelating to the documentation created in the DOSH laboratory.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;EII\I'I:I;S)I\II\I:CE\IT?ON DESIGNATION
NUMBER (DAN]
07-09-61621 | Descriptive Laboratory Quality Control Documentation Retainfor 6 years aftedate NONARCHIVAL
Rev. 3 Documentationincludes laboratory analytical methods and Standard Operating of document NON%SPSRENT'AL
Procedures (SORgnalytical methods show how methods are developed and how then
accurate they are in determining laboratgpyocedures for testing differing contaminanty pestroy,
through chemical analysiQuality and technical records are required for accreditation
SOPs are written procedures regarding laboratory taSK¥s may include metal sample
preparation, preweighed filterpreparation and procedures used to validate methods tq
maintain laboratory accreditation.
80-05-24919 | Laboratory Inspection Reports and Files Retainfor 6 years after NONARCHIVAL
Rev.3 | Provideschemical analysis of contaminants sent in by Industrial Hygienists as well as| inspection final order date NON'(EDSPSRENT'AL
Industrial Consultant®ocumentation includes Chain of Custody, inspection visit then
information, requested analysis, test results and technician/chemist commentary. Destroy:.
07-12-61684 | Laboratory Notebooks Retainfor 6 years aftetast NONARCHIVAL
Rev. 2 Notebooks are created and maintained by either laboratory chemists, technicians or | date ofentry NONESSENTIAL
. . . . . . OPR
general use areas by multiple stdifocumentation might includpre-weights pertaining then
to data collected during the procedures and new proceduié® notebooks may also be| pestroy;
used as a daily log book for work done in a particular day.
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7. FRAUD PREVENTION AND COMPLIAREEICE NUMBERO

This section covers records relatingatiadits and investigations.

7.1  AUDITq OFFICE NUMBER 711

The activityrelating to auditing employer accounting files

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

92-09-51335
Rev4

Audits and Investigations

Records relating tprocedures performed, evidence obtained and conclusions reache
that support the employer audit

Includes, but is not limited to:

1 Audit working papers
1 Employer bank records, employer earning records, employer tax returns, and
employer time records

1 Final audit report;

1 Appeals;

1 Audit Collection
Excludes recordsovered byAudits and Investigations Transitory/Temporary
Documentation (DAN 136-69115)

Note: Audit report is not closed if it is under reconsideration, appeal, or in collection.

Retainfor 12 years after
audit report closed

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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COMPLIANCE SERVIG

Pager8of 125



WASHINGTON . .
Secretary of State Department of Labor and IndustrieRecords Retention Schedu

Version 1.11December 202p

o

Washington State Archives

7.1  AUDITq OFFICE NUMBER 711

The activityrelating to auditing employer accounting files

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
17-08-69118 | Audits and Investigationg, Transitory/Temporary Documentation Retainuntil final audit NONARCHIVAL
Rev.0 Documentation obtained or created during the course of audits and investigations produced NONESSENTIAL
. . . ) . . OPR
associated with employer premiums that is shtetm in nature, such as routine then

correspondence, working copies a@ditabases, working copies of records provided by
auditees, sperseded drafts, and other documentation not included in the final assemt
audit file that supports the published repoEinal audit report means when it is uploade
into the System for Reporting Employer Verifications (SERV)

Excludes records covered Audits and Investigations (DAN-02-51335)

Destroy.
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7.2 INVESTIGATION®FFICE NUMBER 714
The activityrelating to investigations related to fraudalidity and activity checks, and discrimination and claim suppression
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEBEII\IJI(SDI\II\IAACIZ\IT?ON DESIGNATION
NUMBER (DAN]
93-11-53348 | Criminal History Records Retainuntil review complete | NONARCHIVAL
Rev.1l Provides documentation of criminal background. then NON(E)IS:E'ENT'AL
Destroy.
93-11-53350 | Discrimination and Claim Suppressitmvestigations Retainfor 3 years after NONARCHIVAL
Rev.l Provides documentation of work discrimination and claim suppression by emplafyers | investigation resolved NON(E)IS:;ENTIAL
Industriallnsurance claimants then
Note:Restricted confidential. Destroy.
09-04-62011 | Evidence Logs Retainfor 6 years after NONARCHIVAL
Rev.0 Documentation ofevidence logged into the evidence depository disposition of evidence NON%iiENT'AL
then
Destroy.
09-04-62012 | Evidence Vouchers Retainfor 6 years after NONARCHIVAL
Rev.0 Documentation ofrecords of evidence received during the course of an investigation ¢ disposition date avoucher NON'(E;%ENT'AL
seized during a search warrant then
Destroy.
93-11-53349 | Fraud Investigations Retainfor 6 years after NONARCHIVAL
Rev.2 Provides documentation dhdustrial Insurance claimants or employers pertaining to | investigation resolved NONE;%ENT'AL
possible fraudulent activitiefRecords may include but are not limited to: recorded then
statements, videotape and photographs. Destroy:.
Note:Restricted confidential.
8. SPECIALTY
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7.2 INVESTIGATION®FFICE NUMBER 714
The activityrelating to investigations related to fraudalidity and activity checks, and discrimination and claim suppression
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQZII\I;I(?I\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
09-04-61984 | Quality Assurance Check Sheets and Reports Retainfor 6 years after NONARCHIVAL
Rev.0 Documentation used to complete quality assurance checks of internal investigations | duality assurance report NON(E)IS:E'ENT'AL
Compiled information fronchecklists is used to create quality assurance report. complete
then
Destroy.
93-11-53353 | Validity and Activity Check Investigations Retainfor 3 years after NONARCHIVAL
Rev.2 Provides documentation afalidity and claimant activities, along with other miscellaneq investigation resolved NON(E)IS:;ENTIAL
investigations of Industrial Insurance claims. then
Note:Restricted confidential. Destroy.
8. SPECIALTY
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7.3  INVESTIGATION®ROVIDER FRAGODFFICE NUMBER 715

The activityrelating to provider fraud investigations

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQZII\I;I(?I\II\IAACI:\IT?ON DESIGNATION
NUMBER (DAN]
01-09-60202 | ProviderFraudInvestigations Retainfor 6 years after NONARCHIVAL
Rev.2 Provides documentation of Industrial Insurance providers pertainimpssible fraudulent investigation resolved NONESSENTIAL
o ) ) : - _ o OPR
activities Documentation may include but is not limited to: photographic evidence, then
recorded statements by claimants and others involMedludes criminal and civil Destroy:.
investigations.
Note:Restricted confidentialnvestigation resolved means all litigation is resolved and the
appeal period has expired.
8. SPECIALTY
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8. SPECIALTGOMPLIANCEERVICES (SG®FFICE NUMBERO

This section covers records relatingtie following programs: Apprenticeship, boilers, contractor compliance, electrical, elevators, factory assembled
structures, and plumbers, along with setting employment standards and prevailing wage.

See theState Government General Records Reter@icimeduldor additional records series related to fiscal, legislative, and executive level records regarding
policy, studies, quality performance and improvement, interpretive and policy statements.

8.1 OPERATIONSOFFICE NUMBER 425

The activityrelating to wnresolved citations and infractions, permits and inspections, and all SCS program master files

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
08-09-61862 | Electrical and Factory Assembled Structure (FAS) Permits and Inspections Retainfor 6 years after NONARCHIVAL
Rev.l Documentation includes all Electrical and Factory Assembled Structure (FAS) permit| Permit becomes inactive or NON%SPSRENT'AL
are issued through the Customer Service Progipplicants may complete requests inspection is complete

online, or through the Customer Serviceunter. Documentation also includes Electrical| then
and FAS inspection records such as itineraries and repdetia: Mostly electronic, in the pestroy,
Permit and Inspection Recording SystemlfS), and some paper.

08-12-61956 | Licensing, Registration and Certification Documentation Retainfor 25years after NONARCHIVAL
Rev.2 Documentation of all licensing, registration and certification of electrical and construc, €xpiration of license, or NONESSENTIAL
contractors, electricians arseltinsuranceadministrators, plumbers, trainees, and expiration of certificate, OPR
elevator individualsDocumentation includes historical program data used for researcl Whichever is applicable
purposesMedia: Electronic program called Quick Cards. then
Destroy.
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8.1 OPERATIONSOFFICE NUMBER 425

The activityrelating to wnresolved citations and infractions, permits and inspections, and all SCS program master files

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REUENVION 1D DESIGNATION
UNERR (B0 DISPOSITION ACTION
12-03-68232 | Specialty Compliance Services (SCS) Program Area Master Files Retainfor 6 years after NONARCHIVAL
Revli |t NEGARSE R20dzySyidtdazy 2F Ftt {/{ LINE3documentation of  CSSENTIAL
limited to: Plumbers, Contractors, Amusement Ride/Bungee Jumping, Electrical, conveyance removal (for 'Sa(s);Recovery)

Conveyance, and Installer programd files may or may not contain the same records | or
depending on their specific program area requiremeimscumentation may include but |  yearsafter permit, license
not limited to: or certification
Original and renewal applications and permits expired/revoked
Final inspection documents or
Variances; 6 years after oubf-business
Datareports;
: then
Five year safety tests;
Unsafe/red tagged documentation; Destroy.
Insurance policies and bonds;
Inspection certification;
Work history documentation;
Renewal notifications or cards;
Tag order requests;
Proof of attendance at continuing education courses;
Assignment of savings;
Examinations and experience verification, and related correspondence.

Excludes records covered Byawing Portion of Plumbers Examinations (DANB5
34913)
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8.2 APPRENTICESHIGFFICE NUMBER 430

The activityrelating to the Apprenticeship program which provideglusjob training programs and support to the Washington Stapgrenticeship

and Training Council

?S?SS:JIITOYN DESCRIPTION OF RECORDS DIEIEBEII\IJI(SDI\II\IAACIZ\IT?ON DESIGNATION
NUMBER (DAN]
06-07-61250 | Apprenticeship Appeals and Investigations Retainfor 6 years after NONARCHIVAL
Rev.2 Records relating to théndings and determinations of the investigations on any investigation completed NON%SPSRENT'AL
apprenticeship complaints and/or violations related to apprenticeship standards. or
Includes, but is not limited to: 6 years after appeal period
1 Appeals; expired
1 Department Findings; or
I Complaints; 6 years after final legal actio
1 Final Orders; is taken.
1 Hearing Documentation. whichever is applicable
then
Destroy.
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8.2 APPRENTICESHIGFFICE NUMBER 430

The activityrelating to the Apprenticeship program which provideglusjob training programs and support to the Washington Stapgrenticeship

and Training Council

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIEBI;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
06-07-61253 | Apprenticeship Registration and Tracking Retainfor 50years afterdate | NONARCHIVAL

Rev.2

Provides documentation of the sponsor, employer and apprentice records.
Includes, but is not limited to:

R ]

Apprentice agreement;

Apprentice transfer agreement;

Approved training agent;

ApprenticeshifRegistration & Tracking System (ARTS) access and authorized sig
Change of status forms;

Journey level wage rate;

Onthe-job training reports;

Related supplemental instruction reports;

Sponsor/Employer contact information updates;

Sponsor meeting minute

of document
then
Destroy.

ESSENTIAL

(for DisasterRecovery)

OPR
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8.2 APPRENTICESHIGFFICE NUMBER 430

The activityrelating to the Apprenticeship program which provideglusjob training programs and support to the Washington Stapgrenticeship

and Training Council

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIEBI;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
80-09-25775 | Apprenticeship Sponsor Compliance Items Retainfor 5 years after NONARCHIVAL

NONESSENTIAL

Rev.3 Records documenting program sponsors efforts to meet administrative and Equal review closed OPR
Employment Opportunity (EEO) compliance. then
Includes, but is not limited to: Destroy.
1 Compliance review and retentisub-committee agendas;
1 Correspondence sent and/or received by the department; includes reports and
compliance reviews;
1 Field action plans;
1 Meeting minutes.
Note:Retention based onfear requirement in 29 CER30.8 and WAC 2985431
74-07-05482 | Washington State Apprenticeship and Training Council (WSATC) Business Items Retainfor 6 years afterend ARCHIVAL
Rev.3 | Records documenting the deliberations and decision oMIBATC. of quarter (AI\FI’gﬁEaS' SREqN”%‘i(\’L
Includes, but is not limited to: then OPR
1 WSATC agendas, meeting minutes, meeting notices, council member travel g 1ransferto Washington State
attendance sign in sheets Archiv_es for appraisal and
f Commendation/meritorious awargs selective retention.
1 Correspondence sent and/or received by the department;
1 Court reportertranscripts;
9 Petitions to the council;
1 Appeal proceedings;
1 Casefiles.
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8.3 BOILER OFFICE NUMBER 450
The activity relating to the inspections of pressure vessels and boilers
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
97-12-58196 | Certificates of Authority Retainuntil superseded NONARCHIVAL
Rev.3 Provides documentation that company is approved and authorized to buildegpadr then (for EiifteErRNeIl@%y)
Pressure Vessels Destroy:. OPR
92-06-50765 | Inspection and Audit Reorts of Manufacturing/Repair Facilities Retainfor 6 years after NONARCHIVAL
Rev.4 Provides documentation of periodic inspections aneatrnual audits by state inspector | inspection/audit complete for Eiiffrg‘eufgr-)
for manufacturers of boilers and pressure vessels then OPR Y
These inspections and audits are done on behalf of L&l for the National Board of Boi| Destroy.
and Pressure Vessel Inspectors (Bif) the American Society of Mechanical Engineers
(ASME), both noprofit organizationsBoth the NB and the ASME receive copiedef t
inspection and audit reports when complete
09-06-62047 | Boiler/Pressure Vessel Inspections and History Documentatidarisdiction Online (JO) | Retainfor 6 years after life off NONARCHIVAL
Rev.1 System vessel ESSENTIAL
Providesall aspects oflocumentationaround pressureressel and boiler inspections then (for D'Sag;iecovery)
Documentation includes but is not limited to: complete boiler history, which includes § pestroy,
numbers, pressure type, manufacturer date, National Board or serial numbers, addre
and specific locations of vessels, all inspettistory, including inspection reports,
insurance notices, certificates, fees paid, and infractions incuiedlia: electronicThe
system is used by central office staff, field inspectors, and outside entities, such as
insurance companies
8. SPECIALTY
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8.3 BOILER OFFICE NUMBER 450
The activity relating to the inspections of pressure vessels and boilers
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
09-06-62048 | Boiler/Pressure Vessel Inspections and Histbigcumentationg Paper Files Retainfor 6 months after NONARCHIVAL
Rev.l Documentationmay include but is not limited to: complete boiler history, reports of | entered and verified in NON(E;'\SAENT'AL
inspection, new insurance coverage notifications, cancellations, and reinstateriiéets | Jurisdiction OnlingJO)
information is entered into the electronic systemleitl Jurisdiction Online (JO) by centra then
office staff and the inspectors out in the regions Destroy.
10-12-62332 | Boiler/Pressure Vessel Repair/Alteration Reports Retainuntil data entered and) NONARCHIVAL
Rev.1 Repair/alteration reports oboiler/pressure vessels are reviewed by the Boiler Prograr verified NON(E;'\SAENT'AL
for completenessThe reports are not required by L&l and the repair organizations arg then
certified by L&IThe date and outcome of the repair reports is entered into the electrol pestroy,
system Jurisdtion Online (JO) for those companies that do not have access to the JC
program.
8. SPECIALTY
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8.4 CONTRACTORACTORY ASSEMBLED STRUCTURES (FAS), PLUMBER ADMINISARKOEONJMBER 460

The activity relating t@pproving plans and inspecting both new and altered manufactured/mobile homes and recreational vehicles for safety

DISPOSITION
AUTHORITY
NUMBER (DAN)]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

92-07-50905
Rev.3

Plumbing, Construction and Factory Assembled Structures (FAS) Infractions

Provides documentation of registered/unregistered contractoestified/uncertified
plumbers and certified FAS installers charged with working illedg@digords include all
adzZLILR2 NI AYy3d SOARSYOSs 6KAOK AyOfdzRS& 06 ¢
correspondence, statements, and any documentation received framtractors,
plumbers, and installers, along with appeals documentation

Excludes infractions that have been sent to collections coverégiotigction Account Fileg
(DAN 9104-47807)

W/ f2aSRQ YSIya G(GKS AYyFNIOlGAzZzy Ads y2ia |
voided/vacated.

Note: As of July 2009, the inspectors in the Regional Service Locations will maintain the
copy under this records seriddl inspectors working files will now fall under this records se

The inspectors are responsible fesponding to public disclosure requests in their regibns
the infraction is appealed, the inspectors MUST send ALL paper copies to the Central Of

Retainfor 6 years after
closed

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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8.5 CONTRACTORACTORY ASSEMBLED STRUCTURES (FAS), PLUMBER ADMINIEARADRWASSEMBLED
STRUCTURE®FFICE NUMBER 460
The activity relating t@pproving plans and inspecting both new and altered manufactured/mobile homes and recreational vehicles for safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;@I\I‘I:I;SDI\II\I:CE\IT?ON DESIGNATION
NUMBER (DAN)
01-09-60224 | Approved Alteration Plan Package for Manufactured, Mobile Homes, and Retainfor 6 years after NONARCHIVAL
Rev.1l Vendors/Medical Units expiration date NONESSENTIAL
Providesddocumentation of approved alteration plans packages and all approved then OPR
documents. Destroy.
Note: These records comply with WACs-286(m), and 150(v).
84-07-34136 | Blueprints, Plumbing, Heating, Electrical and Structural Components Retainfor 6 years after NONARCHIVAL
Rev.3 Provides documentation of approved plans for plumbing, heating, electrical and expired date NONléisRENT'AL
recreational vehicldlueprints Documentation includes but is not limited to-jhant then
audits, inspectiorf certification checklists and quality control records Destroy:.
Note: These records comply with WACs-2986(), and 150(p.
01-09-60220 | Commercial Coach and Factory Built Structures Approved Plans Package Retainfor 6 years after NONARCHIVAL
Rev.1l Provides documentation of afipations and all approved materials. expiration date NON%SPSRENT'AL
Note: These reords comply with WACs 2960(9, and 150f). then
Destroy.
01-09-60223 | Commercial Coach and Factory Bi8liructures Inspections Retainfor 6 years afterfinal NONARCHIVAL
Rev.l Provides documentation afispection reports by inspectors, special inspections and | inspection NON%SPSRENT'AL
reciprocal inspections then
Note: These reords comply with WACs 2960(9, and 150(. Destroy.
8. SPECIALTY

















































































